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Available T emplates -t£ 

j^f y c- jz 6* s 

JVi/t Jfeij j/ 1 c£ J>Z1 ji 

-<c-C£ 

L^l -t? 4. U Cfe 41 201 0 *v5 *fl/j m fj} 

-\J_f J&f New {fed[ \ -d-^O 4L <£• j—f 
/ Blank Document c- jZ Jj^/j X d s 

Create dJ^d!'* A ~d m S 

r LLt(u \f^fc JU< tf ‘41 j£ 2010 1 ,/ 

/ j *U jZ ijl si \^j /* 
jt l/* d-ff tji) t Jtf ( v j ji 4— ' i £ i-fe My Computer 
( <c- C*lf l/»Jci Computer /jJbi My Computer j£ U-* > 5 ^) 

/iy j>i % -2 

iU>(jf2.2 J*V L-fiJi- L /_fj&& ! 

At 

<=_ If 1- /iyj')l<Newc^'^t/ t^i/ 1 -3 

c>l<£l ijf ii'^i/I.ri-U 

L/^-cf ^ Jivi <L ..Jy? Jj* £> 

J* f cfi^ lS l/l £- jfcs 
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2010^'^V.virc 



(Workbook) XJji 


2010 Jr^f 


(Presentation) c/^"^ 


2010 w>ty vjL 


(Database) t/?lcJ 


2010 j-5— 


(PublicationJcT^Jr 


2010 A 




>vv-^ , > y.L-' >_ j 21^ 

Ue'Njibr.r'JZ J s ’\£' ! £-t>vJi. -2 
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2010 






-3 



Jl^-i i/-i / ^ >ji if Ctrl + sJ-£ <L/*r/ 

(Key) if Ctrl s ui f-f C- S' Ctrl + S -C- & l» (/ 

-L.lffojlfsi-x2£ji-l,> 

J— l/Zl XP jjir .s-Ur^^ 3 &-o (/ i / • *fW> Save As 

\Jl c- ijk S i/ r Save in rtf'/)* ^ jZ j ^ , w/ Ijfij 

l/1 l/ 1 -^ t-/" u i/L?j ySjyy i ^ io 

to fc/#v£l ^If <X|L J—jirfi'k r f\* jF bjZ 

/ ££S\ r ^ (X/i ^ L-fJXf<c- t* bs d# <r 

j£ yZ*JY * ( tZl jjJJ) f^bil jj£b$ fO rfi^s wtj i/^ 

-L/rZ-feJ |f# 

fe-lf* >< t/ r ^ -4 

-<£- If i ft £L jjjiffOrfSs &A JijZ<£: rf<<L j$i 

-tZJ* Tf C X&AJZ <y\s ave in ^ 

<£. rfst- jjfLJJiJ. y l Save in ft *$)£, <L J& 

rfs/o y/b Sfijts &>j> i hMrffj# l j$)j\ jl 

sz'JZjj))j'\t}'}L- If (? ?tto 

-<^^TA^c/is ave in (VtyS* v 
>fc^ <£l ^.yofiP jfirZl c/^i Save in 
-ci tftfJtJl </\ Fite Name^ 
jC^/lSave as type 
XT ifii L} lP J 1 Save rf^jtifl Jm 

jfi r§j^»£L*i?c£ If Sd^tfi J’lMti iSsz‘/s±t'f\) 
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2010 W 'X^,A 



J&'Y 



Microsoft Word Document jZ 2.2 

lP&^t ^fajtsi New Microsoft Word Document 
-J1 f- tUx^O-ft IT 




■ rs. Jf - . m 






t <£.J l cJ jZ i / 1 Ji-f (ju j \f \J\ 






/Jb.-:. t/jt/V c^tTi/B^if-r^ £ i_b ^-/ij 

-f.br JltXt/l JfcliSave As 4 -£-i-At?)xr 

-^lftlrj|)^c.L/y.^/J/^Fi le -1 

SavejXt'ji -2 

-(2.3(J^)lT2_UtJ^/ / j, w ^i^ljSave As ^ 
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Luuq jq^uq 

: <f- 3*- lifijSave As 







^ i wV' » Save As w -i» « if 2% w ^ ' 

>1 J All LJ* SlA i Save in Jt J\ J[^\ j t/iZl t^j ;*>* 
ifo^-f- Save in >t 

2L~a£~j\ in 

(Navigation Pane)i^» c£ 

-l/? Favorite Links <j£ c£ </*-<£- 

-(*/? J>^IAs/Vl l 

(J 1 Folders <£_ Favorite Links 

i • /T W T" 

Zl -c- t*lf l(f (Folders List) ^jj&g-S 

Zl If (T reeview) '/hi L Js 

-c- (£u l/ t &A i/« 2L / i 
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2010*/ T .iJuii\ 



*><ATl j- If xbPjikjfe- Save 




'auI>\s A -c- *Z _/ th 

-f - c^/^,gz: ^ 

O^y JiTJ?/* c/l ufclj Save As 
ifhiflfvG/ji^t « (^L j t ^y)f£»Zl \J\\$c~ L.fxrf*L^f\) 

\$> -S' x? ± f ^ ^ \J\ *?/ *£\ ***>. tfiyi? 

^ 3^-* f* ^VlTi i/£ w/Ufij Save As y^_U 

-L? jlf*i?#v ui jU^r^^lf 
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/ uA Open - jfceJjd £ <L/ J'l^/ 

_ J*k_ If 

Z-& 6l-fJkfJ*Open 
-G- Jlf f 



®°**" 

- : . o.i* iC • :<v< : 


- | *> | | Sw-Ci 


gjj 


j FvrMtelinto 


N»m« 0*ttlTXK**rt 


T>P« *» 


* 


J| T*mptaU« 


■i] Sample Dot 






( Deoimrti 








■ OoJktop 








R«e"t PUcei 








;<P Ccenpul* 








( £ PKtufM 








9 t.MlC 






^ v% 


£ Rf<*nl»y Chan^ol 








Mote •* 








Wden * 








hm 


Sarp* Z*X 




Vtt »J 






■ . . - ., 





— -V' <Open 



4->j ^ (Uo jJb Computer l (XP ;j)j) f%> My Computer 

ju fit i 




U jZ±*$ S^»SU 

>i; ^ *lV _^/i; 1 / fl/^ i/<^ l A 

_^_ C^lf JjCfc 
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2010 V /'^U»A 



u^i^yuu^ya^^ij 

File ^ £ i./jrf r \*£LL^ r *£L /uWfj faxr -1 

Save ks -2 

-(LJp J^ir / L*J\)zljSave As 
-*- i^if tc < £ ji^iz: </t Jljffjji 
l -tfOi (jjC=_ U^i/l Save in^Zl <L/ j[ j?( tt* fc^Vfj - 3 

s -4 

Save as type *5 

Save -6 

/jjf t u . Oi tfC=_ j! *\±Wij &></! 

-f-s^istv 

OpenOi-i^/jfcf Open rfr'jZjfrijZ -2 

j^iyi $ 

-<f_ Ctrl + og/ ±j\> hi S4- £ 

L ( XP ji})) ifi Look in )?.y*7i\ <j£ Jflj Open -3 

-f l£ 
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20l0i/ : ^Wv?l 



-L? ^ (/-L? (3* (Arrow) 

J7 jTi i /fc- i-f Ji^oi ^ if 

<jl_ frlf wr*lf uf ly^^L/J^tT “» 

_<c_ t'U A 

\f* ' j[^j^ J^y y/y 1 A- £- L-fJ*** \St\S/»c~JZ}f/f 

&Lfj>?f & Jft ^*lf j\,/fc- L./J&i Ctrl +%. 

<s_ t-u l^^Tjtfl^i^ufv^ <L/Jl^Ctrl + -» 

fU jtfL 1 eAJ (J£ /f&- i— C trl + A 

/f-*/ t*U i£ y y &TZ1 c/ii u?.f/fc- Ctrl + 1 

t*lf l|* ./ y fcfil c/'li }*t>£Ss yfcfZl cAJ 

blj£ 

~\Jt xti \S^~ Csf* A- Zl Z-yCiZWli~-4? 

I? t/ ly ej>/ 

<NG 

Jrffr \f\L fu if<z- ft* %>?.?L /f 

A- Zl i~f±£y j)£/f(& 




K 




Shift + - 



Shift + A 
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2 owS'jJ\s,£\. 



£/jfcf C\ose>£r'jZjfe[£ ItCSi&J* -1 

~j m fJtf&€>L x Jir^w-u t/i> ji^yi </e -2 

-lZ U/T^ Alt + F4si/J.\S -3 

W^-lC lj(f Altyi/J t\£ -4 

/ Close (Z *-^U tf" t (j£ *& 

-jJJt 

if JA- &yt ijv js/y^ IT <L/^ / .^/i j 

-jJJtf ExitJUT^U^u^uT ^Csyj^t^ 

IIS 



/ J*/e/t* i *U* b 2 -lr dfjLjj L. /* 

J f * A- f Ac- )}f/f A J t *£} -*T~ t'fr (Character) y-£^/y> 
-f- t*U l/" (Text)‘U*Z*”/ 

V. !-**-*> 

r Zl yil l ot^l */ S'Zl A/j ♦> 

-*f- J'V* trflf/./Ci_ Zl Cf'lf 

ji\/$c- ALiALtjl J^Scfa 6 ”*/f * 1 * 

U>/ ^ fir l Jfy £j\ t) u J ❖ 

CJ'lr U^"lr <L 

(^ L-f i Jlj i_>r ^_/T 

J- Jf 6/» <= — £j£\f /ft L L <L/J*£ i; . <L/(^ij) 

PaKsfifefntrc^^''^'^'^ " 
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2010 t/ 7 ^U*>A 



_4_ tW <=- LfJfc ( J/\d£- 2 - *J&) l 2 ^ •♦• 

»>l*l«(jT , ,J j/-l£ 4 ^ (Character) /LjLf^^ '(L<L hi <S 

Jj JU Jii £_ 4=^ >1 L-x j/(/f^ t/ii *J)/iL& 

-4- 3 *X^ 

J? JU- 4 - bf uP^ / O/L/C ) <J*S)j& »>U 4 =- »vlv >y wXl ffbj 

CyL-hslLJChiiLx ^L-hufi 

yr - 4 - frlf 0**i sj £ L. Lbt (tjvf/f 

jf t^-4- bf ufa (?«-£<•& 4^ (Paragraph) 

t-w^f j bj/ci 




J&*ytjn*L>\r»£l 
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2010 W '* T J-V*.fl, 



Shift + t 



7 



Shift + Home 



Shift + End 



^tw&j/w>>Arlr x 

J<L S—J 



b>SjL 

v*l Backspace 'jC»&7/ hi <S4- £ 4- 

-C? j* Del l Delete 

^ f l£ // e-. LX) J Backspace « 

~c~ Lti^j 

Del l Delete 4< 
tlr* 



wiffr (/iZl crtJ f I* »v£yZL // 

4 - Li LfxJXj/L/ffti 
(OJcL>/Li vzxli // 

}C/C($Jes 1 LL vZsLL // 

A^L/xO* 

^-LL^Sxfainb&c-ffrC/f Ctrl + Shift + «“ 
4- Li h> ffrLi // Ctrl + Shift + -> 

ftJZflLl- *^7\&<z- fC* %>?.xL yf Ctrl + Shift + 4 

\J*Li/lL ffr»)7.xLi y/ Ctrl + Shift + t 

4 - Li lJx&'j/L/L 

$JetJ>/‘LL JJ'Chz- f £• vf.y'Li yf Ctrl + Shift-*- Home 

4 - L- i-fx&'l/C/C 

)~LL f £• 9)7. 7 Li yf 




Ctrl + Shift + End 




Muhammad AbubakaiW 



±£i-, Ctrl + A 

L.f jf f% j'x 4- Li L/xCL/ iJzzLaL j'x ❖ 



\Jl [if b L-x 2 Cj L-^f^jilff 
JLXxs±£'x£>?.?3}\J\L 
cTD ^y ^ LfJiAs* t |L * LL L-fJkzLAlL Jtl 

jfcsffrt-yxf'l-xLlxS Shift jsijfjtffrjttyf 
-fa_U x sXSX' s±+~&)ZX\j\yj>L- ^l\j^fJiv(Ji -\Jyf 
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2010 ^X^ 1^1 



Copy rt.fJL Clipboard ✓ *-<r Home ScA' -2 

-ft—sr'syjz wJ^lc)^ Ot-L[ 



ill y -j* o v 







Agr«ement.S£0_C*«TOt 

Page Layout References Mailings Renew 



■tl * A* a’ Aa* ^ := * 



j*v=- ir» 



^ B / D • A. x, x* A • *• A- * * *(■) :i- 



Copy the selection and put A on 
) I the Clipboard 

K 






and Service Provider agreed on: 



1. The Client intends to get the SEO ser 

Details of Work 

2. The Services required are Pay 9 
is as under: 






2 *J : 



-tf- Ctrl + C jS £ sj\s )ji \S4- ^ i—fty 
jrtf * d 1 Copy y* \f >±~£ 

tbit tit jC If (Disable) 

-4C- t/j/dd 

Cut Clipboard s Home S 

/ j>y 

L i/tj cm ctfVt 



-1 

-2 
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2010 w A^V»>irC 





$ 



tAp£ f Ip* /fe~ Ctrl + Backspace ^ 

flpif si^J: j 1/5 

.i~t ) in lTl<s_ fB* /Sc- Ctrl + Delete St 

Delete <£l 2 /" 1 1 «i~ •:• 

_e_ t-lf UV 

_c/j/ &)/• c/^e f >ri L 2 _/-U> f JJ* ❖ 

deaPjyrtfrflScAS 

l Jfclf (Copy) i^lf 

1 -<C- (J^Jl^l^L Zl 

(Paste) 1 iCjf^y Jiiiklj in! wJf 

oh4i- i_/Jlr I 'l l/lf i/jb 5 " 1 -ilf 

L^l/^>l/l-f- (jlf i/jlilwXi 

C^lf l<6y u>fi + U l «jG^ri 

(Cut)ki^ 

^l/c. l?IO/'J/-£_ L-riU'i^irJlr>l s'j'l-c. (j«Jlr>l2- 
J'li-Li^'jl t «±~6=_ <L/Jlr>l 
j>i>£ ‘ c~ “iji ”1^1 J’lj'c- ^ ,/& t/t/* l 

Jit J£*A') 
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2010 ,/ : Zv*Zl 






^ttj <jli 

Jii *"**> J* 6. <S Ji^'Z ;ii C,i ^i *t wi^w6rvtf 

-i£ 4 ^/ LZ^ 



«< 




j^ZZ^^zZjfr/^r Merge Formatting 

-■'‘S/l tCs<s^ii;i ( ?<f.( 3 i f x l }|lt'Zl^(/iwft , -'liJ" 

Keep Text Only 
■-f-tl fT 

Z 2010 i Values and Number Formattii 

-<f- JjfJl^lZZfcjJ 5 ^ 'ffWi&fJZte 

•JsScfr Formulas and Number Formatting 

-c- 3 ** Z o^z 201 o Jr^i 

<Z 2010 <Z<c#' Keep Source Column Widths 

l^Vl^Z A c^/Jii^ S /V^jZ 0at 

-l? Z j<=_ jift ^ t£w Z 

Z c^V'-if- J*iZ 2010 Jtr^(/c^ r Paste Link 

iZ if— Zl* \f ZrJS)CL- [J\ f L-\) L-\v i£ Zvj 

-f- Z/LZZ ^ Z/ Jl^l>lT(/l uA Paste Options 
-if- Paste Options ZU </jlf^lJcZj./^£ 
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Jb> r /iTc/T u jy?l 



2010 ZZv^l 




Ctrl + X jZ 1/4 |/ IfJjtfliZ 

b>s 

ii *jZ i Z ifZjfc/iy/Z -i 

-if- 



(& (Ctri)- 

Paste Options; 



B®L 

I Keep Text Only (T) 



Paste tf.t'Ji Clipboard / Home (/ -2 

.Zl-£ /u'^/i i^r U’ij'-u.fJkf ■/■ 

Ju* 

Ctrl + V jZ .U/£ v£ iS f 

lif ‘6f ^ Paste ^ruZ cU-irZij Z* J-<* *> 

^ -£-3* Paste Options -if- ZlZiZ 2.7 J^Z 

joikil ^u ilu 

JTZU jZCZc^ZZj^i/ Ctrll/Z Paste Options 

•» dtf^iZ ^**3 (Z*f- 

Z -if- </v iT iT w*Z Z Z w<» 

2010 Jr^i ( 5 ^t w# <£ f*iX 
201 0 

\$ c- Keep Source Formatting n 

v PakistaniPoint.com 
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2010 w '*\Jv^ 



L\i & Ctrl S^<r - wi/ &>i/' 

(2.8 lrlfT(j^^l^+ i/uZl /iy i/Sl 

-<jl- Cf If Uy /(£ i »JT i 7 j>y wJ^ Zl .-iS/T tiki 

Zil If lT jyy l/ -i/" l 'Zo s /» l}f £?• 

i/</Z c/T^l^l ‘j£ (X 24 j>y 

lC b 6 (t l£ Clipboard / ^ Home <S d 

Clipboard c- 

-*L- trlf '-&\ 

\f t"T<iLUy j^L 1 9 Jt» (S f l/£/ 

-(2.9 J^)<^- C/y/'iX (c/i)UV^t^if 

^J&uL L/^d / 14 

JOy i/lf A- ✓ t/l £ fci d* J£tf fv t /Si -1 

- (L-lvtfJs&JfiS/’SjZ fi/il/ 1 Ui -1^-4* 

^ LfJtfA \J\ jT/( 4 ) 4 ^ 4 * uf 1 <* 

£ j L-fJkf -J*\ Paste -<f- U 

-(2.9 JPj^>)*- tlf j£ *±Wij 
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2010u/ 7 -t>U*jft 



tailjj Iteil j 

f“ r ufk' 

C^ui/J^i(/^> 

LfJ(^j>L i/Si ^ £ LJ±s>f^f 3->i/i 1 
iyfuAltUli/U^ /lyj^rtt/^t/^JfL/ 1 --^ 

J?oP.i*- 0 itf -*- Mr i J 

_^. t/.t<s j? d/»a ^/j-£W^(y ❖ 

/V }1 ♦ 

*'/ 

p _ S£GAgreement_C*irotC 

Home Imert Paqel ^oU BtfereftCM Minings _ 



**iif 



% ^ Verdana * H ' A A A»’ •- 

‘ ^ 

Cupboard 



Paste ^ B / U * *• *. *' A* V ’ A * * * * 




1 C w y-‘ Z.bJ’ 



£jdc- (jlfrf \J_^^ S jfilf l/>L d^-C- i/^A 

J.Z*jP)e.t\ t KAj r ',*£4*£ 

-if l» Ctrl ?rr t/i c — 
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2010 






y L-st ^x -f- Jvj/*c<< l/ Jl> K%^y £_>r Z_/^if 

l£ wc T y)&><z- </< l£ l/ 

f'<=- t / ±<X <=- ^ f J*- {f- ~\J_f 

-d^jy b£ *~J>tLf\^JZ 

l/ Paste All^y^^ i^yX^Zl.L/^ir^Yl/ ❖ 
l l/ii^y \ji «_//"<=- L.f 

S I—* (Jlf. w<r“y St-* <^di -£- lC l?x jl^x l£ ±t*k 

-Syn&c-^y 

/if / (^ *-£ / &$(• l? 1 wXl /IrJj'y j>y 

❖ 

^/ /i \&jtst &? *j\* uT u j£ t/t 3 tf if 
-( 2.9 J^)i^/jJ>/ Delete <s-.(ji 
itfyVjl y/r Zl Z-/ ^/l l£ j f 1/ .>j?yv iii ♦> 

Cl**r All £s 



(Undo) 



M 



mi. fitf" (Undo)" j^l ” J*_U J? (J J^4 

^3*^-1 ? J/=- i/^Z- ^ /if /fVcJylZl /i<^ 
-(T£^l^/fy7l^»>tww^ / / Jfclf ‘ ”iZ- Li/ 

C/>i/i-^. ij>/ f/^y\L ilT l c/j/T>/" j dl " ♦ 

1 — f Jlf^l Jti f(j7 I jt U*'C- (}lf * Urb jZ (/I oL^/l 3 

-$*«- 

Undo >?.?/ A Jy j-rXji J?V2- Zl i_/Jlf>litTj )c;i 

Muhamrr 



3 of 24 -Clipboard 


▼ X 


Impaste All] ;^CIearAl| 

Cldc an item to paste: 





divine solutions 



PaywentTerms 2. Cost and 

are as under: Cost of Basic 

Cost of Pay Per Rantong: 
of Project: S1050Upfirc... 

Prices — Greater 
Repon — AH Dwefcngs — 
2009 



A £»«« k 

X Delete ^ 
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□ 



^ ^ i.y^-C' 2 9jP 

JT-£- (/if /*<* JZ *s3j w£ / £3f I/j^/V j^y. 

y <£- feK hZ<£>blfc<< c5j(/l Jb>l ^cxfy^ 

<L ^ J^k fc / ’U'ufwXl 

i/if /i/i 

/ (»/> l/^i l ^l^iiJy'y Ui/ ‘-^4? <=~ ^ *♦* 

/ i -lC W /^J4 (i^i 

> PakistaniPoint.com 
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J\/> 1 J'V 






/ r tr *iA jVl^ c^u i/^/uh/ 4 * 
.^5 Z_Uic feJs'L j*\f(VJcU\> Z-b ±>f & 



QUftJfct 

p**i> £ J^i >* £ f ^ 1 *• ^ iM* ^ T ^ ^ 
t/ f^L Ji/vU 4 ^ 4 ^Zl <L/ (^ ^\y\L S u4 1 



_4f- ijvi/ 




(J\f\»>. L L-ff^y •£ Jiifi ii/"»V 
“,}£ ' 2 _ «£. i_/fc,i/'£ ijfAd' v tA* 

-£- (3*1? l/J^ 1 *1/ (Redo) 

£ JV 1 -<=- if -^ 5 ^ r'-^ . 

JlA -1 £ ilf ")j d'"-dj J ^ 1 ->U»i '\ 

“,) { $r~i\i'Jdi ft;**’-!'* J^/ r 'S^-S i-'**?'’ 

St- 

jfr/J* Redo «t>V 4 J> j-r-^i' -l^e- 

v %-y, 

.£_ Ctrl + Y *i/ ^>1? 5^ S fW”tS J ” 

_<£_ <)■* J ^ 1 l/*«r » 5 ^ ’ ’ * 



ilT 



_Uy ZL 4- /J’O-SVli if lA’ 1 ‘i-t' ■ ii ' ,r ' 5 I 

t* JliJi &/■/ / hcSj^Jc- j-S -^< f -f- *•' | 
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2010 .A-V* tl 



w v v ' /r, 



_^_ Ctrl + ’’ 

llM|*>Hoi» 




Ox c/>s& ^tfS&d&f/S 1 Vf uT '» if i / 5 Undo 
j! i/lv/i-f- tlf jOW 1 *- P* 

^ r> if i/V i / 1 -f- < 3 * W ' ^ Stiff Si Jh^l 

.( 2 .ioJ fi )^c£irtfS&isi£j*i 6 * s, 'Z*’*£ 
L/SaL /a Jj-Ac- > J .S<J'Aj*£-i-'iZ-dfd r \ 
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2010 i /'Z^v& 



A 5«3‘l) fio'bc- L-fsiJZy Only PrintOdd Pages 
(6«4<2);£j>k^<L/*£*^/ Only Print Even Pages 

< Document Properties ^ L Zl i-yC^y 

-c-&b\£sZS>i Styles t List of Markup 





4'6i<?4 /f- (3* J^ 1 ^- £ cA&4 (/> (W * 

^y ^JykjA> >/^ -^t^ 1 (J^ t ^ 

^ IrUl/ (Duplexing) 4^*^- 

Manually Print on Both Sides A- Zl S&s 
f Print One Sided Z- Zl 2 — f bir/ '~Q & 'U.J' 

Sc- 
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{f'jfs S/^rf.xjL *Jj* J\s£~ sJ» ^ 6^/* 

g*SL Print 

c-^Zl Print Z~ L-f ±S/_ 



^/^2.llLAr 1 l<r« 



-^Cflf/Jl^lL^Ctrl + P 
Jjf (JV^ wIA'yW 1 / f Printer ❖ 

/y yjl ull* Zl i y^ -<p- t>r j 

C^lfL^Zl'^C foifj/fi / t l/i t/^y ^ 

<L fjkf Printer Properties k j5^r'2L. 
i/\ jViic/ ( -f- fifiX/l 
,u> y idf <f- cc-u t*' 4.^y. 



- *y > v ntf 1 1 ( i)V") 

4- £- d?£- JW- Settings ❖ 

i^'C- *iJl%j£r*T Print All Pages-<£- Jx Ji^l 
Print Current Page 

s^Ax/f Jttf) $ T Jj/' 4 ^ f 

f Print Custom Range-6? 

{£. L <L / ±*0'd*~z-U2 2^lf <£- fee— 

s^Ss 

^ JA l r lAcZ/w^ 1 10, 25 t/l uH JlJ 4- U t/ 

-t/yO I? 5-1 0 Jl£ ^ U t/ ^CsV'fOJrSrtfl- 
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^y S l J^/lj wT/-f_ Collated c#T J> ♦> 

Zl yj\ -Jl Z-lfn J^y Z-L <£ *±Ss Zl 

_ JF Zl Jijslt- Jx *tSy JP | \S/» S d 1 ^ 

-(J *J\jii 2 *J%fwi Zl -is/ l/y^d d& 

iS^y J? 3 S ^AiSL/ J+fr' Uncollated A 

J& 3 S &*- /*>M Zl L.X *iSy J>V if *f 

Zl <Llf.K J^L&/ >jI tfZ_> >j ( -if \J* ^y 

jJty (jjr Ji^i 4L £ L-f\j? i/j Zl Q d*~ t/i ♦♦* 

<C <Lb« J^Aj jt Ijj ?. <C- Portrait Orientation 
Landscape Orientation <J** ij/v -c- J/f Jl^l 4L 

-£-(}* J^ f 2- Zl LJk, d**A)ij£ \jj (JflJj! *£- 
-t- ifi Jl^i 2- L L.J J? If y U Zl *±Wi5 d*' J» ♦> 

-4C- be Letter 

jf\ ta-ZVlj Page Setup JU m f A More Paper Sizes 
Paper Size sfi^y *-* Paper if l / : *J d-c- frlf df 
\Jjy\s \j*/ f Custom Size d c/l 

hir/ J^c/i Copies i?ycf£- Print yji ♦> 
32767 XL 1 jU*L -<£_ (t^lOjj*' 

-c-tf *Jc 



Muhammad Abubakar v PakistaniPoint.com 



Cbi^V'i 



63 



2010 .*y» _ 




(\fu lib i-x J\i>> Wp J>l 4i < 2010i/T*i>L-)A 
>*< w)”wTi y vi* 1 iv) 2010 5/> 

;>l Jl l/ 2010 w» **>1^1 -<f_ (Word Processor) 

1 J!r lA* 

Jfcs »&) J^s Jftfli i *j>S2Ljj£ 0*'^- 

-£l U JV\£ VU 1 - U fj d £ i-k /** * U^V 




» £ 201 0 i« ^Tj£ 1 wl 

-tf lAfc j£ 2 w,l j£ <^l L l)*L^£ Lb 

jj U> jZ 2 wrl <L w'Jv^y* ji\<L/*L-fxr^fa 
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2010^^^1.1 



Jlr^i >£y* >zS £L Office.com Templates ~Jt 

& sty's \s)J ? L ZlX 

-<£_ fc? ci c y ; l <£l (/I _<£_ 

S^lS^jZ Available Templates -3 

Sample templates j£ 3.1 

^l/V 

wj>i l£ 2010 c/Ty 2_X ±£yf Sample templates 
-3.2 jT^s <£- If IjZ 

-‘S 







S IT btWij (T emplate) 

• iftjz 

t/- tbs Ji; w^-Lj Jly .yij 

-4^t>r Jl^lcJ^-5 Normal 

C/L* j^-^l {J* ftL/jiyi jm Ug 4 ■ / ) 

j£~* (}*>***£- ^ £~* if f*A J3ef to d$ 

-ul cfifSJL* 

t ^ Si 

0C<r File uf b yjl (j! *i* (/ Jw - 1 



Newc^i^i^ J^UT 

.3.i(J^ j^ }, SlC *zy/i$ (3" ij- ife 6\f j) 

■ 4 - 



-2 



— 3- 



& ^ \J\ -t ' lJ^a a$ ^ dl b£>\Ss$0^s^f>±£y 

g- i_X l^i Jfc' / ^ Create yty'i-. \J * lC ,j 

(Sji-Si-lf & ifjtf d.'k'L^.l ,. ,) £ £ iCu 



• d 



- > g * | 

# 5 i& & s 




-t* 3 1 y 

Available -G- \f Jy^’vfjZhty'j: J& Jl sjs 

^^^l^fi^iVffTT^j Abubakar v Pieri<i^H}F^^.ee^»>^Tempiates 
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jC \f \. File Namei^iL 
/ Word Template <j£ Save as type 

-tZ—bflXf U <2- i_y" 1^1-^yO^/c^Save 

1 4 ?L j -C-lijIjAc j! IWl jfSiJ’iL tJk/i I 

t r J W 4 , - r f-s-^ tf-lf 

Personal Templatestfc/t^/l^lj New 
New l/ ./JW Templates JzJl~JLst 

~£— tfi \j£ 



}•) « Micro loft , TtmpUlo . 


JjJLj 


^Mk' >jr ES 


ftycrtWlmki ^«L- C *’ nr>o*f»d Tjfpc 


S«* T«9» 


, T«nr±*« * U '* Co,, ** rt 

i«Z 1 •«-» 

■ Dcsttep 
| X, *Kcntn«<« 
rp Compter 

E >-:tvr«i 

Meet » 

f«M«n * 


; 


>y 


filtQtme N*v»TtmplK« 




* 


Autftors itaipd 


T *9* A*,t»g 




Q ir.^ Tft«infcn#s 






fc Hidt FcMen 


Tod. - 


r swTjj (T "c«nc»i ; 



^/^fa\fc$jC\±.£iJk dVaJ -1 

File<^Zl<L/jtfVv>Zl i^ iy^lf.rryip^/lj -4 

>ZS\JL ^LSjfcf^ 

J*'\ w/i^i Save As IjJ* \J\-\J if Jb> f Save As i^?T 



-fcjri/ 







% Orgwict - 1 ' 



.. N»n«' Drttmodrf- T )P , 

§ ®*um«na 

■ r-Mep Cc^iBJdt OOktWo* 

fWPHt* 

IP C«t*wr 

E Mvw 

Moil » 



i ft 



— rr. - 

He»T«mpl«lt 




$#.«*« bpc | M TttnpUtc 




AtHftctc Shjrjeei 


T*ft Add it*. 


RS#»<T>wm*>n»il 




** HdtFokten 


T «* ’ 1 ** 'j C«* 



isxrjZ jjii Templates /o>y- .... 3.4 

Save As Templates/ «& — l .♦ .» 

Favorite Links h^i^rw&d Abubakar V 



t/gv j*L- ? .... 3 3 

2 Lj }£-(\^9 jiJCi)A{J) l(XP Jj-fcOt/jsave ini^Vil -5 
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2010 ^>^V>i ? l: 



jLJfi/i/lJtyl New ^i_/y-i£/jfr/ 
f'^ | /WP ersona ' Templates tT(/y New -4 
^-/>yyTemplates 2 - Z—ytij£ 

(/ iuC(/i Jfclj* jC 3.4 JP‘*\/xr 

-5 

*s^Zl Create New.?* ^ ^ 9 « .< -6 

(J^*y* tb. ^i-Vai fi-J-fsUX'f Document 

-i Template 

JC\ siA~^££ bSj'-LiSjkfJ* Ok -7 

-tf^U J^WiV* 



-<£- C^U l/ eT(^v^Z 1 i/s >±J\ssJz l 

£-£ -U^i File A Zl 2_fe 

t—f \*±\ -\J_f f Save As \jib£s'JZ J&u C 

As ^ 

;5>i) >1 Jy L (XP >i>i) </t Save In^y jC c/ r 
-c- L/ir/ j-Jw-ci JL^ t £jsiLjs£(X~s 

-c//^^tl^SV^t/tFile Name 
t^L WebPaqec-jlj^lSave as type 

Save as Type- ij* & b tivu*- c/t tf./ 

Page Title £ <£ </t 
-3.6 Change Title 




j£ -4 Jy l/t/1 Templates 

tf^A/l-3.4 J 0 ^ MS Templates 

• 4 ^> j 2 ^L 

^\Usors\Shar3®el\AppData\Roammg\Microsoft\Te»plates 

jj£ tsf.sf L 1 vjJb Jf (j Sharjeel (»/■ ^ l/* 

U^t/iFile Name ^ <£- i~f>±J&{jjbS Templates 
/wife'll S ave 



lijS JLaaiwI qS “il l o il ^ ^iLu 

File -1 

New ifeuC L ^ "2 

-Jufi 4Lb 



(33 □ 






I <* f} I- <teg» I 



i/ 1 w'V’i ; New 3.5 



/>* J±£,,sa f t S^u Ma hantetad Abubakar v Paf^fel^ll^^f .'dbfri^ Available Templates 
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-Si-kyiK’s J^L 1 •iS'/a Oi -J m fjkfj* Save 

-^£lf 

>iuul ,>u jl? io ^uj uj() 

<£ <L / try j^L 1 & wci / 4- >j <£ A» ki^Uiv^l 

as Type 
- bf J/t/ ^/y </ 

f^J^ c- Single File Web Page «< 

< 3 * Jb >, <d- ^ 2-fjsPjZ j 3 /< i/^jfi/e 

/ J'li l / 1 -f- d* -mht t/ 1 - 

-C^lf jrfU j*i iS*$ylk£L 

2—f \}&jZ &j3*i£ & wc i f U / j Web Page 
ft &</%£- fe | (jjf Jl^i^L L. 

(tfJaS & 'rC’Sly ty fltename_files 

ufl-6* MyPage_files ft MyPage 

Web Page CU uC/ |/^>w/s j&e- 

-£. Jw .htm <=_ 

<=- l/l (Z Web Page c#'- Web Page, Filtered M 
-£-[* Jy .htm tf^iiS&* r c 9 J--b<L. 

£- iJi jZ s~c* L-\) iL e- m 0/ 

(Tags) £ t ; iiC \j> ±>\s >£\ -tU U' jfjW/rf/j'yJ 
£ «Lk »[»/ &*-ci 

m ?yt t/G & \-c) <L wT £-<{- 

web pageyvrjB/^.,/Bir^ra^^^ a ^ Abubakar v 



£ exchange Title <jt (J^t) S' S'wsji/i^^. t-T 
•f- tf’lf k'ltf i C/T ^ S'ctl/^C £v> 4 -^ 




Change Title 

-(3.7Zi^)f^Zl/i Jfcij 



P»Q«|te 

SEO Contract wth Carrot Clear^g Am bans 

■me Stfc of the page s diplaytd tn fte otte bar of brov.«r . 

liZglEI 1 -awt - 1 



tr ( c’- 



Zi Page Title Ji»tr*(ji </t Jfelj Set Page Title 
Ok /»l L &PL JVi 

Pakistanil^ol f nt l ^m r ^ , ^‘^'^ 
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-l^/^t f 'tl('(/8PDF|ji(/'lFile Name 
PDF Save as type 

i>£ ****** 
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fcrf fc* 

tUjf lg JZ} }ji >±j\si£\. y L-Sj\r^iftfr~J'l 

-3.8 jPj&f. \Sj*c- cJ/lZl Jtfj\ 




T~ " :/ 



39 w 



Xl 

-l£ y^t Optimize for Save as Type 44 

I ? Jfe PDF ^ (jVXUv^*/ LJ^^I Standard 
Minimum size t>r »*>U fe-VU ofl-£_ 

few IT Ji v/i &Jti PDF S<jhf fi 

-Cyijf m rfs 1—f f- Jrf f\f$f\$^- 

J &> Options <£- 2 -/w(^/cA Options c£ lj 

s' c.U^X lTc/s PDF Jli 4 4->iX 4/^ CU^/t 

PDF <L X l&'ftfy' Open fiLe-after 






p° f 

Portable Document Format PDF 
^yli 

4 £ ii^U* C/Oil 2f f>//e PDF -tfUi/ JvU> <L wi-il j£ 1993 
-f- (Acrobat Reader) *Xy y>fU 



44 



£-£ File ^ Zl Z b$ 

Save As Jfajf l Zl^j 

-lfe_(f J^i^ltr^Save As<=~ 
Zl (l ^9 Jy l (XP jsjci) if , Save lnc£ \f > 1 j 

c/*r/ l/u pdf ul^ 
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l 



.i~£t£ 2U-^-t/ J\j* JS>I 

X, 3 *^. Jki' -* }A& <-4 £. 3 r-'£ U 

J)(j£ ^i/ 1 s, UrV 




Ju ,/ji ( jJLjy±g)X0/!* y±j\s jb*' J*i £— X- JB 

.S^XK-SJ^PDF^flSUi-LLXjfc&Save -5 

ULm JjU xps 

J' i_/jri/v ><£ J# xps /Wii 201 o i» ^v>A 




<^JF 



XPS 



'f- 



tL <L r'fi/ X k\f (Paste Special) 

J/f £- i~f \J. 

L/ (Link) “w-^ ,, j r (Embed) <£ 

<=- fl/*/ jba>j$c- flf 9 iC~ LJte\kd-*L -&\ r 

t>r bi^/l j (£ <LyO ?-<£- trU jf #i/* 

-<f- C* >yl A (j*( JW/) J^c=- J'G l f ly£/ 

^ ui£> f ^ t/ J; </w £ i-/***! / 

-l£ 4 - If i# JyyjIyJplA I tTCl^ l/* 

cfu jLit d>i^i 

Abubakar v 



XML Paper Specification uP% XPS 

xps -<f- ;^;v Jlr^l XML >\f. £ lP 

_J7 /fijsi Jf>7 i PDF L\J 



c~jL\f\ \ Save as type >*f\£ i/l Jl tr^ Save As 
*T(j£ J^yliXPs/^/ljZl/ci-^/ XPS Document 

-^cfW 

4L^tf^^<yT< xps Document 

~\Jt PDF 
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^SJ^i -x'S'St tyS 

-( 4.1 J^)^- t* \Jif-iJ-jU Ifyk'.jL J- 

Paste Link j> • Paste U} t O- l/i 

/ Paste Link l<i<£- Paste -uf 

Paste 



Source: Ncroaoft Excel '.Vortsheet 
Sheet UR<2*J0C7 









O Parte**: 


Formatted Text ?ITP) 
unformatted Text 
Pctu-e f.VtndOM MetaSe) 
Wmap 

P<tLxe (Enhanced Metafoe} 
KTM. Format 






Unformatted uncode Text 


• 



g[| Centavos icon 



S 0 ! 



w’V 1 5 Paste Special 4 1 J* 3 

tie- ul£ t/Ui <c^' i£* Ji#: ^ 

fifty 

S >-» l ^ LS’tiXl’ft tfi' Display as icon 

-<£_ fjtf i-telTfcJjC «sW<J 
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w£*>f 



^ -f- ^ ^j? ^ J^T/ijrl (/ ^{S^lA \J!j$ up f-y be j 

^ J» (/ Jr^ ^U-JL^t /^yU JlA^lAbt Jr^l 
l£""^ Ix/Lj^C-. .» (/ i— 

yr^’ ^y*c/ «£W*i if Ju* j£if si f SlA Jb if 

if Jr^i jJ>\s,A £0 ±. L J^Zl fcj c£?.; f &A/Ufc_^jf 
if J'lyj iy ^ > l 

6j'S c*v ^l ji ifjfc cTjtr^-^ ciAfsi fjb 

-£-yiMj<T— £- 2 — ftftf lei 

JUjLmI IS 4 m 

l^j J/ijtf* <£l jyj ^Uly^l J_ £. L-J Jlr^f iflTj^l 

-f- feC?) <L ^.(yyO'tuLiu 

Sjj)$rtiXe-£Zld£t<jCJj>tfoi -i 

-* £i*C l/“ jt * jZJji~\jl^' 

-dl U ^ VL-fJkf^ Home ifc/oZl in ^LSinA 
£>& Paste jt ^3 / *J.j Clipboard y Wi/ 1 

u£ u LJ\4-\LfJkfo&L 

Paste Special Jt-iJ m SJSff Paste Specials 
-(4.1 J^)^lr (X/l JfeU 
W - Alt + Ctrl + V *,j\> hi £ 

wAfli Paste Special <L/J >±,j\s 



-2 



c/ 1 Source yile=. 

r PakistaniPoint.com 



-tf-frU 



JT:;< 



79 



2010 )y*J^uA- 



Select Browse Object 

£> }& \S bs \J* \ Select Browse Object 

Z ~/» f -<c_ fctf jt Jl\ *|L Zl A JjA 

W (/ Alt + Ctrl + Home ZL Zl frlf J^c/" r 

-<p_ (f If \/ 



Find c/ wjs^ Editing / Home (/c^> 
l^-c£ /Jl^» Ctrl + G i/* cT t Go To 

J^)^£-^jJ^/^'--^ , jFind and Replace f 

-(4.3 J 0 

^^(jdc/lFind What-tf ll^U^/j^/w^Find 
t*l vfitj)/ $ \J)tF c- L-f \^} -J m f j!f f Find Next 
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2010 jv> JSt-j. 



An 





Find and Replace 

-<f- C^u d*tu <=- <£ L-fJfrf 

Cf If / Jlr>l<s^ 

L- Jt'-L/t <£/***-& j2ij>i L-f( { 

PM2—\f\f Prime Minister « Govt If*. \S Governments;^ 
/ Govt j »1 Prime Minister/ PM Zl 

ct^uc-W^J* ^Government 




Find and Replace 

Zl .-/fclj Find and Replace 

-cJ^lfZ^J \/>\ 

ZStzSiC Find jZ Editing s Home i/cO -1 
-Zl fJ!f{ Go To 
-ZlsCifr/ Go ToA£yj£ w}/ Editings Home 

W -Z->jZLctrl + Gj/lt,j£by.S 

-ZLjiL Ictrl + 

-Zl/Jfr'/c/jjr 1 Find Select Browse Object 
-2LyO£/>f-*^ Go To u^t/1 Select Browse Object 
i_U \J\ -£-f yJt f \JL Z-lp-^y , h T /lf iZ l 

-f- d* isfiifL- ^/j 

-A^ F5 



- irlfT^ty y^r U~ y±yf\\) *b)i£- 
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uft:l 



£- cl- c/* 1 Match Case 

Home Af Sif^S (U*&) 

/w^ hornet HOME « Home i/» 

IT Home<£Xi-£^J*T Match Case 
l£ H Jif Home Wf (/* 

-( Jt>^( ji?^) 

Find whole words only 

Zl Homey^-U Home i^O/l 

%/t> Homeopathy l Homeland * Homes »j1V 
j 7^U i/t/lfrJtf If Home £ S ±J& * fl -Jt L-\r~ 

-£- Jjf t/ii Horn e I a n d < H omes 

JL^ 



Jfeii 
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l/i IT ^ jZ Find Next 

~><=- jt tl f T2-L'(?jtJl'){fr 



cl- ij> JjjL/lfiftj -•/£>* t ? ££*-l£ tf^ l/lTjtWlf 

-<£_ tf'U tbs /¥v*i 

« bed « bad / L-f\Jfr2Ljs£- b?d -cl- t//;\if/£/£jC\ ? ❖ 

-cj bud jsi bid 

-#/£iCat< Bat* Ha\fcjyia\^i7»\Sf'£-d*'Jl ^ 

< Cat y LrfdfczLj) L. C # t -cl. tf/jif )}£/[&) l Jfl * ❖ 

CCf^-tf Z_lfifkiXW/fj Continent* Convert* Count 

-^^^Ifi^fflff^Xbubakar ¥ 







>wtv-<iFind and Replace 



^ — 
cl- L-fs jfc f tf* More \f m t if d* Find Next 

-L?< 



-Lf J(f T<s^U#T - IrU it ^ t/i Jlt?f j 

-l£ Jif (S[ Search 

-<£- (jlf (/ l/T^ *i+yf\sficL- i—fslXy All 
-CL- cL-y)l\Jl)?iS Down 

-f- JiTc^Jyjl<^ |L v/l^cT L^icL- Up 

iytjZj* m £ *±Wlj *J/ # i/U r <=- Down l Up 

ITU tivOui l 
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Replace &-C- \fl fj+JrJ—b L.\* 

flfYc^Find Nextw^Zli-.rfJ^^^^ 

f s -d$\.UZ 

Hi 



[sBOControct 



s 



ltlHU» J 

5<*<n Op»r» 



$•«•<*; |H fij 

Dumta* 

□ find «Nste word* of^y 

BUM«Mcard> 

D South %tOEnfl») 

C Frxj •< Jjprd foma OEn0k*>i; 



LJWte^ I ffrtwwfi I Lfl^atAl r _ co^ 1 

BNtfftm* 

^_JFr 

C Igw iUKtutlon cMrMBt 



. _ f r * . ^ 

t-- Replace w w \y ‘ j F ind and Replace 





4- £ i~fy '*** ^ ZrJ’j&s/ 6 // ^ h-6ri 

</l -(4.5 t^)f- t>r Jl^l w^Ij Spelling and Grammer 
J Proofing y Review ScA'4-^ / \ w/tfr»i 

y t ytyjLfl-Lif Jtfj 1 Spelling and Grammar.i£s* 
tf'lf j/jjlr'l (j* F7 wi/" iotf Zl 

Muhammad Abubakar v PakistaniPoint.com 
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oiWl Z-U* Feed yil Fed s i-fJfrsLA 
Feeed)f ^\r* Jjfr'ijtti?* Feeed j£ 

(<£- 1/ \fj^4~ J-L-Vf 

4-^3 Zl Replace cf l/ 1 w/t^lj Find and Replace 
wtr Replace -<£. |J> <=_ <£ L-f Jtirf 

L& dW/^uJiliSl *-}/*• (3 Find 

-( 4.4 J^J^C)^Replace All j* Replace j${/\ \ 
<c_ l i£ y\ Replace with 4i 

SEO Agreement Jt 

Find what J tf SEO Contract 

i/lRepalce withal SEO Agreement Jt c/l 
-£j m /^tSE0 Contract^ 

L-JjStfd 1 Find Next 4i 

<Ljf J-ZW fU* %&fc~ i—f iA-OjfJkfrf Replace 
<y \ Replace with J? Jli^Z-U 
Ux d+Jz \j\f L-fJfcf j* Replace All 44 

-<£- Iru J> J^Zl l /" > Replace with ./ 1/ 

-L? 

<£ J’lis’ j> 1 t\*yi £-./ Jit f £ Replace ❖ 
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y *Lyf \ j »?yc~ L-fJkfrf Ignore All 

-fc*U Jlf 

)$*)?.? c^L-fdkfrf Add to Dictionary 

t- Uif j^<j£ (^i*j p jT 

-tV l/ jflfvAlf .7 133^1 u/Jly 

J* Change j* 1 <£ L-f UX'f^c- Jt J’ 

-<p- FI ?*(*£*& nZifc^L-f 
L-fJkftf Change All 
-*-^xJL«s 

Suggestion 73 ! )Sii hi* c- L-f jfc / ^ Auto Correct 

z-u* Jtjt 6 “j£f A ”& \f V^<~ ^ iA 

£</!.(£ 
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jrvd Grammar E 

Not m Ocflonaryj J 



h(U.S.) 



The Services required are Pay Per Ranking 
SEO Servies, and the detailed of Services is (J 
under: 



ignore Once 



ignore AJ 



■.WIMBW 



Suooestnns: 








Senes 

Serve* 






Servos 









1 

F f "*> 1 



Cancri .J 



1/3 J^ly3y^l y i> 

-lk _3 J$* 3 v^ 

'l&'/tfrt Check Grammar j t/t w/l^i 
lT /' l/' ^ly ^ly £ (J3^ (/ w^Y^I 373 w^Uiy^L '^.f 

-<=- t/JurrfoO* 

(Tj3^ c> j* -1 

-u£ If -2 

Spelling and )£y*jZ Proofing y Review (J^y -3 
Spelling and Grammar Grammar 

- if U J^lSl *J li 

Muhammad Abubakar v 



\ », „■ ;L;' 1 » Spelling and Grammer 4 5 J' 

ifi^ot in Dictionary ❖ 

1^* jyi/l^l 

(j* <£ L.f<ssj) /fiS y c/t Suggestions ❖ 

c£ if uWfi? i jy/ ij/yi y c/*— ty* - 

(Jrf.s^AP 4, ' r Dictionary language ❖ 

jjf y d W ^ i-lf ^ t/i Suggestions -<f- 

t/1 yf-i* i *—-■ y 1/^ y u? 

Suggestions ^ i-f 

Ji yj^iT Jiyt/f- ri_/j^/cA Ignore Once ❖ 

<f_ |/jJi/jSl^l. i/> .iW^l - 2- 1 c/jyjyi// 

( 'i^<£.i(/ 1 s» ivy-^-uc/c^ J>'<3/ / i/v r 

-f- 'Jfd.'b'C w Ji<? f- tif Ur 

PakistaniPoint.com 





\J l ? — c^ 1 «— (j 
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▼ ▼ 

♦ F< ♦ 

: 5 : 

♦ ♦ 
♦♦♦♦♦♦♦♦ 



4-vj<£ Jlr'lfelyt^&y *>j£)\/c~ J&sjli 

3>£- sZ'Ji/’jil lbs k-c v ^ I £-£\£j?f%z)jy*j jPfali 

C^U UUj 

C^U uC (jUf / J^jyrllr* (/ JL~£)Zy>jL \J\ <Lbs 

A l£ d>t* <L»i i-U Z -6 y *±~£>xsj: 

-l£ J r i^(Underline)c/li^O^(llalic) jTtfl<(Bold) 

wp w jcy* L-f$i ♦> 

-f- tV wr-U £ b U *fc* jftj ❖ 

-f- Jlfifyrtfdli <£ Jfr5>l£ cn/yjbl ♦> 






JU' 



=. i_n iT /'X)i Jfcri m L 6 u^c# 

^ -^j/j^o^OK(ji^*it£.('lj f t/ l -fi-lfVfe^ U! * 




ju*i*i a ^ jii i , ^sjai , 

Ab'fibakar v PakistaniPoint.com 



-4 

-5 



JV<£ 



39 






>> t/ Jb>i /f i/U />! t J^j « j)J. 4 j„ wX( ^J/* 

-<r L^f lT J^« f-j/jt >J3 
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JUalillSAfrl 



&& 



-?* o » 

JCSI K ^®' *»»«* P»g«L*rom 
O £ Hi .H w • *~ * *•• 5. 



*«« ^ O Tw Cen MT 



. * / W 

Opbo.fd . ! 0 Tw Cm UT (M^Miid 

Kj 0 Tw (tn MT (endeniad Extra laid 

H * «w 

H’* 0 — 1 0000000000 

*<0 Verdana . 

H(>VnarWAndn& ^ 

Ho Q**a 
Ho tie*u 

H 0 Vnooa 




Fonts are the styles of text. 

Font/ Home £tf.j 



Text can be Bold, Italic or Underline. 
Bold 

J m /jSf/J*Bo\d &?JL ^j/ Font/*-* Home if ^ 
rBoWCf^# 1 \£ L-f I 1^1 
Ctrl + B j/ JL 4 £- LfXi 
Homeifc^>^i jJzJX-t Italics 

Italic Font/*-* 

£ w-^lf \f m b U /tJJtfi/ 

_^_Ctrl + 

,v,l Jtf ^ Underline ^ *i-£ ^ 

Jtf J 1 Underline >?.? Jt wJ / Font / *-* Home £ 

-S^J* & /$j±' ^ <£ 

' Ctrl + U *i/ 1* lT 



-3 

-4 



-5 






Home Insert Page Uyout Reference* Medina* Renew 

IQ * CaUbd (Botfyl * 18 ' A* K A*' % := ’ 1= ’ ‘*7’ ' 

».«• ^ [ilfTPI *. *. »■ A- v- a- 0* * ■• ! 



00 ® 

I I I 

Text can be Bold, /to//c or Underline . 



Fonts are the styles of text. 

t/J_ 5 2 Jp 

Verdana ^M^l’^a/TvfTacItAbtjbakar v PakistaniPoint. Com — 



5.1. 
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-JS 

4 14 Font Size -3 

-t'cJe ft 

C^(» / j 2 _/i£U^nr^V 

Ctrl + ]./ 1/4 (£«l£ 4-/^0''. 

£■ ^-c~ L.\>f/4'£ Ctrl + [-<f- fU.X ^ 



^ JlA " 1 Zc/l — /ty^ Font <r- £- i--^l£-V r *S'fc»'^lll l/* ? 

:c£ £_>>);«_ 4i^_ Font 

Font^wir Home Je&/ -1 

-L/My/\LjtL It d&<£ 

-4_,j£ctrl + -2 

-4_yj<£.Ctrl + Shift + Fj/^uiS -3 

-4»L Ctrl + Shift + P j/ ±X hi iS -4 

Ju/* Underline ti'.r'ji <-•>/ Font / Home J'u&r -5 

i_/jj^=_l-tf_ Irf fe c/B» iCcVlf (/ b 
Fonti f'c-i-fj&f More Underlines <c- 

Abubakar ¥ 



Jv£ S^'wAvg 
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.cTuf* ^UjlfeVw^l-V^r- 

1 6 \J m j? 

'Ste'ylfJt ((*£&* “ 4 

^j^vilCalibri^y^il^ 2010kjA>Ua/& 
t>r j£ (Points) i/fy y u ir^/ue i/i ^*y 

-tf- il* i (ju 5 y i/w^^ c/*v 
CJof 1 6 38 y u wt; ly i y u f 

*^y*5 -i 



| A* A A.- <$ :=' IE 1 ** 

a-^-A' H* »■- :»• 




Fonts are the styles of text. 

t /Jjf'/Vi^) 5.3 Jp 



/ / r Font Size ~>f Font y ^ Home S '&J -2 

PakistaniPoint.com 






2010 ^*^U>. 



^Jfcl <J/>! 4~d £ c/t Font Style 

C^U UfiylT 

C^U l/ < j£ </i Size 
L/ ^ J"y c/i Font Color 

-<£- Automatic^ 

t’lf L-i%£- O^c- L-fJlffif \ 

-iL- fcV-Jfw^ 

JbsiLZl Underline Style 



2010 j>}^Vj^V 1 







Strik e through 
Doubl e S trik e th f e 
Superscript x 2 
Subscript H2O 
Shadow 



/f(/r^4iy .i^c^T/f -L? c££ Effects 

w^u i tTctz: J* £ i-tf 

fir* -/t - tv* ^ fc 



*J&/y±~£2L-j>£- ijl-c- Fonti_^ti» Font 



-<c- C£"lf \/Jf‘*!s') 2 Lj)£. t/lFont \J\ 

Muhammad Abubakar* PakistaniPbint.com 






95 






\f if ^0- Lj’J' -l tJJtf Upper Case JL & -3 

_lf£_ 1^ 1 y 

rt J 4* O - Document - Micm 



* Verdwu * » • A* A* 

«■»?• j 91 n * *. x. x* a- 

Clipboard ■• for\t 


A.- *y ;=•!=• ‘ 
StnUiK* «•*«. I 

l»M«rc«tt 
umocAst 


■• :=• &•. 







— 




£aptt»iur Earn Word 

tooaecASt * | 




Change Case Practice \ 


Hr ^ 



Jlr>l jt i/^Chan 



ige Case i 

* ^ 



i/' 

(/*lj 1 -L-!r (Alignment)*^!!' 

.<!_ Xi/l £ c«< -Lrr cTlII L? f*!^ 

t>f x-^ij ^ f U* 4 *~~ 3 * *—/di ^ ^ 

*L~£f\-<L- IrU Jtfjrjyu}»£- $ 4^/tJlj 

-C- t*Uif 93ly-i^ U (J j^Vi ft $1 Vi? fc~ c/U Jtfjf (/ 

-<£_ (Jit 

tij2 £M HI $S 

d* ^j^lii^i^i JS^^r cfri 




d*/ .L- <£ T v»i wt»f; ii 
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' A 



-s- /tuJue 5.5 i/J^i i/r^Tc/i 

-W ->*^-4 :o? 4->"£ dteifJL e)[j tjy/l 

l>-(Small Letters) j}i Jlr l ^J,/L>ij>\ (Capital Letters) 
V -l£ a, b, Cvi^^A, B, C 

utf (Case)'‘(X M /;UI Ld^7 

wl^d£ lfi£ (Sentence Case)*!/^-;^ : 3./* -i 

-c£ (Lower Case)“j^ljl” -2 

-c^Z-if^^^iiL/^l/jjcriUpper Case)‘t/r/l M .3 

tyJ&A JZ (Capitalize Each Word)" l»&\ -4 

-t£ Z_if w3i7 J^/jl I* 

Jl b( wi7lij^ If jtfJyr (Toggle Case^i/^jO ” -5 

-f- t>r ^1 rc/Cft ^ -oj 2-*u-it *j >7 

U>5 Jd^ jl^Lil IS 

:i/!/ j^/!j -1 

Chang© Case Practice 

Change Case >77 wj/ Font y ^ Home -2 

5 jZ jCl CL~ -Jr 

- 5.6j^rCc£d* 



Muhammad Abubakar* PakistaniPoint.com 
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-l[A L 

Bulleted List can be made: 

-f 1 ^< C^(J S/»/fcL- 1 —f L^Lt^ Lj J/Cf 
o'* Bullets wi/ Paragraph ✓ Home lT^ 
-J^_U c/li (J^»i 6 >L/(-c//Jr/ 

By clicking Bullets button on Home tab 

1 Jfl-o « 



Paragraph Home Jc*><r- ^ It /•£**& 

Align Text Right^^J^wi^ 
Home S 4- ^ L-/Jm »>U> / 

Align Text LefU£^u£ wj/* Paragraph 
Paragraph ./ ^ Home S&'4- ^ 

Center v ,/ 

Paragraph ./ ^ Home 6&'4- L-f &\ ^ 

-<£_ tf'U Justify 



-3 



-4 



-5 




/ C/li t/L (/k-lf i/v c/'li (/Li, 

By using keyboard shortcut Ctrl+Shift+L 
c* i ^4 < uni tif ife y bTD lT/ci 

if - <L/ Civ 0 { t/i! ri. *±4 -f- (jif 



ert»i? -c^4 j tO=^^^e>C^4^l3naf%HiTad-Abubakar y PakistaniPoint.com 



ijfe tzsj •Z'M l 0 /^) v 1 -* 1 ( 4 - i/J L-jy^i 

bfaj >r*iija i J*UU 

_2_U IvCi^ >A~&2- i£ 4^Vc^ 111* l <£’ (Bullet) >i4 



&■/>> 




JV<£ 
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iA'j'i-f Paragraph y wtf Home (/o'Cy^iZ: 4-^ < 

S 2— ^ >±4 1 Bullets «tr* 
-Of. J S { /)J ! Bullets SJ?j> l) 



-fe/8 jt A,* y (Style) J u 

ifi jL* j" 
Styles y ^ Home S &J J'/t-l uC JU i>|^rl 

AioJ*ur£<f-<W r »/ 

Heading using Style 

^ l r /iy ^^tyl es -/fc-<r Home iS&jjJ \J\ -2 

-it f Jfcf\£ Quick Styles 



Ji Bullets 

fJif*)£ I dVis.s J^j^j 'Jt j * J&I cAj* 

*T Define New Bullet <L £- <Lh ^ (j-^- Cf U l/ 
Define New Bullet£/,A/I 

tlkH. 4 ^|g^ 1 ^ I 




There are four seasons in Pakistan: 

JL-'vif/tf) JI yftz- 2-f^-df \» S/* 1 
jRy'UJ w-»y Paragraph ./ w* Home J"eJO 
^ 1.^C/Ut^»c-i_y^ 1*1 -i£/j^ Numbering 

Jl. if 
-ciT 

fif t)f s c/i) if <LIj J/£i Z.b jUi 

-^_ ITU t» 1 / 1 ^ c/i) i/i>ji£_ 

-<£- jt£.\*<£ Jiy-i 

ubakar v PakistaniPoint.com 






-2 

-3 



-4 

-5 
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j*\ Tahoma f f <£ ^ j£ -2 
-t/ >f\£-tftij%Sji\#i 1 6 y ly 

- \J»7. 1 urtJ . 3 



r hW teat has same formating. 

1 AT 



J\r'if/C,^6 5.1 1 Jp 

Clipboard y ^ Home S & <£ L-f<±£y .4 

f 5.11 Jfcf Format Painter yi/ 

* -{ L~\rx ^£j jitC. 4 _y\^J _1 JLy 

# cf <£ i/^l J 1 (£ 4 ? 

-<£- «i<^vKy 

-Uf If ^ y/li / /fy (/Jl wl -5 

-2 >/ IT 5.1 1 J*«f. tyrbtcfj^T */& ±sj*J\s£ ^ 

Muhammad Abubakar ¥ 



JVjl gr^aJ^yg 
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Jfjk Subtitle y C/yV 1 

y (jjfjf&Jz/ }jtMc hi*%Ji£b&Jl 

?d&£jc**sg- uf btfi/li/i-Uf 



J?ji» 5.10 



^juT/ _£i zi/ty"/ ^ 1 j” -fevs y J ^ 1 

•;& ^vu’wy/ji4i jV^-yy ^>^'1 -f- c^if yj^' 

»l<p_ CSZ/ij^/ > l/j / Life/# »i**./S -<f- (Format Painter) 

C^lf yjl^^l/l/y .ftWli/LferSi / 1 

This is original Text. 
Paki^aQiltaiinUiDfHne formatting. 
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103 201 Qjy^UjjtM^ 

imfi-t- jif L ( JZ[)6m b J\>£ Ju jui 



- *£& i i* y£_ i» ifj-Jt 






O j - { 




c/t w/y» ? Page Setup 

F- A £- BUt -jJJtj OK y>l J m > )&, tfjZAjty 

-£-Ul 'fxJ.-f 

< «rt? Insert 1 i-fjt/fyj? if-i/jt ^Vl) 

Muhammad Abubakar ¥ 



-SL.\rxA u 4- 

<aW i*Al 

^’Jt*' 1 jf -fi •J/'/ <£l i_/jfr/ 1^* Format Painter 
Format Painter j!»f t/Jl^iy jftf'J&ijtA-q. Cf"U 

i/ jC /& »! £ i—fjti Format Painter 

1 >l£ul (j/ It^yG Jbtu\»f<£\J\J:*e>. f. (?v*/L£s3»(/l.s.l>* 
#\ . ' -t^Gjlr>l 

- i — — — 

a»ju 

<=~ iL/^f W UifT d* A li£ W *fi £- & (Margin) c/vl 

~<f- Jjt zl 

JftZl Page Setup y ^<r Page Layout (/ -1 

6A/» ^fJkfS , Ls(L-ii uf b 

-5.12L^L^^ < ^^^L^L r/ t*-^r , ^ Page Setup 
Left 'Bottom 'Top i£i^ Margins * t *\}ZSl/' > 

J1 M l£ l ‘yj^ ^ J'la Jxjtj t/tfc U~ jS\ Right js\ 

~UZ Jy^rli^Vc/vt 

j£ Juu-^_ Jui t/t Gutter 

2 - ^ frU \fjZ t/i Gutter Position Jrf O^f 

PakistaniPoint.com 






105 2010 
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fctf eUw£l^*^2_!j<LU 
-<=- Cf-lf li> w& ^*>4^ iZl </* , jfcl j Font 
y^Page Layout Jc£/ 4- <£ *X l(^ <Jr L. $ 

fyj 1 \J\ -<c_ J* Page Color jZ ^)f Page Background 
-5.14 <L/ 

oj Theme Colors *^(/i ♦> 

jt Jt-JytjZ (Theme) 

*£ j I y_4S_ Cfl? U* 

(C^lTjiC^-L/? Standard Colors ♦> 

: l£ ^ 1 c**^- ^ o& 

L.fJkftfrl No Color 
-<£- 

-<c- P^c/l ^/liflj Colors <=- L.fJ&{ More Colors 
1 

L^w^ 1 ’ JjCs- (j£ Z_^f ait J ij£ I j ^/l 

4^ **/?$*/ : 0$j6te zLaL . Custom CC*u 

C^lr life Jtj y J/e- 

C^t/l Jfclj Fill Effects ^ L/Jtf Fill Effects ❖ 
y (JiC« t jCi 4-yjZl Gradient (/ l/[ l/ 1 -f- 

£-b« c-£^- Texture -c£ 2^lf ^L/t* 

Muhammad Abubakar v 



^Lj^P a 9 e Number j£ Header and Footer 
•5.1 3 JP‘J7 (Jrf ;#T> j! 0^ X?JZ}c- L-fjkfJ* 

&\*i’/&dZ;#£^fo*rAL Ic^i Top of Page «< 

\ -f- 

4H*^ C^T Bottom of Page H 

-£-&^ 




lopofPsg* 

Bottom o« P»Q» 

-3 E«<K Motglm 

^ Current Petition 
|f format P»g« Humbert.. 
^ B«mov« Pag* Humbert 






v^> 

&l£ C?*A &( f£- Jr~ Page Margins 

y f U* %&?£- kiWlj iLA L- Jr T^Current Position 

-f- C^if U//& 

Page Numbers L-fJ&J Format Page Numbers 
L / ®zLj>£- i/[ l/i frU (A/i Jfe * J Format 
•£L_ C^lf 

±yfciLj)£L Remove Page Numbers 

-^C^W 

PakistaniPoint.com 
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2010 .vj^>^/?L :1 




?ijfj!(f More Paper Sizes {J7l >£** jt \J\ 

Jl-£- Paper SlP^£- «-^ 4rtf Page Setup 

-£_ i/ Q^-ilaL ~} 



1 ») U *)• O I* 



Oocumentl • Microsoft Word 
Insert Page layout References Mailings Review 



fTSj |j. fFH ^Orientation * *£• ^Waterman- 

E=MJ m- ^ W' &P»«K color' 

Themes Margins )** ^ * 



(//(/k. o* JI-l? Z-X>ZSjZ S US& ji 

c.c^/w*r Pattern -<£_ C^lf Ik/^Ur If 

L- ^ Picture -uf 

-f-C£ir\AMi 



-<f~ t/J (Orientation) 

l c?< vjI (Portrait) *±cJj£ t 6* S (* » o^ 1 li'* 1 

iff ±c)j^ c^iJyil^lfei-(Landscape) w^Ot^ 
y ^ Page Layout $ 4r £- c^ZS if'* 1 6 
LJJtfjirf-*. l/W Orientation Jt Page Setup 

-Landscape^! Portrait:^ J* ^ 

al&£j ,j£)-oJI£ 

y Z_U^ J\i^l fa jZ k5eLL>^(7 tc/^l (JV-' 

Muhammad Abubakar y 






iMaiaartigs-te-- Virarti. . 



.... S.uj? 

-l/TS^U § 

jalwlS^ 

— tr Page Layout ‘jV'd-fL. ^/i} 

Page Setup y 

Paki starfPbfrt^o^^ ^ ^ ^ ^ 






JVZL &J) 1 l> 
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If 



S T (Footer) (Header) y^r 

yi y^ly>tf tytjH^.^.b££ 

&/! £ JS'fa* J>l<f- frU l fee ^/4 >/ jli yjly^f lr Z Jl^ % / 

-^- t>f^ y^i? jvi &i£ Tj^j /✓ 

Header & Footer Insert \$&j -1 

y*f u£ '\J\J£ Xr £}c- L-f \^)-J m fJ&{ Header 



J>/£ ^lwfe;l) 
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Mr L>/c- 1- />£}£ c?d 

U^;i»/ Jlj* if 5^^. r fr U/r J^sJufiA 

-f~ ITU L.XJH 

Page Layout S^4-£ £A J? if/V^C 
Jfr ScJ* i/ 1 -f- lA.> Col umns j£ Page Setup y 

-L? lA^- Of tfjC'e- L-J 









■s*J 



WMdtO 



ifjj S /V c ^ 5.16 S 



tbs j»?- 



5 17 , 



f Two r 

4- £- *&J>W if /V-f- C^U l/ jfr/ Three <L £ i-b* 

-5.i7j^ J^Q{/l^b^^^npiQ^I«TAfeub3k3.r v P ak^ sta mPo i n t . oom^ ' J u m? 
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cM ^ iS^* 1 wl^vii 



Design .^Zl Header & Footer Tools 

-t/L(f>»/rU-W 

[Type -3 






^ i u^v »\it £. $ )j> 

-*/£><*/' : l L sT'ci? 2^lf 

-iL. t>r Jlr>iZ <C (Table) Jt*’ 

f If uC/ ;i>‘i j£ # * 

tf'lr Mk ■_« j •> 

If (Columns *^0 J^GOil (Rows) 0>j \&s ifi 

LJ (Vertical) <j£ (Horizontal) J*f i£/l£ 

Z~/flfif£_t Z-.it j£ 

6j/l uCo^ lKl? 4^ (Cell) wJCJ 

o^ThS^Ui d 6.1 bf j£ ifO*^ 




20105 ^^ 1 ^^ 1:1 



#1 

(Jl5 Z~ it y;Ur izf Header & Footer Tools 

r &y * Navigation y Design 

-S -&fc/*Go to Header (/I JtLJ* i&jL^ 

/ d Date & Time )XS jZ wi/ Insert y ^ Design 
JfeliDate and Time^<L/jfr 
-f- C^U UVl^c^i t J ; jjbiLjj£. 
XilLfJkf Quick Parts Insert Cj’iS* 

-<7- 

4- fw-m tfJjlsJti yiU? Jt /i J& 

Art^il Picture Insert 

©©©©©© 



-4 



-5 



-6 



-7 
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^Sjbtf.iwl *il*Axi Jxu -2 

L-\*L. /V l/* 1 y Quick Tables cf**(j7~S t^Table 

tv \zf> u^i “j&£- 

SiB^Ol* Documentl - 

Hoat | Insert | Pa p* Layout R ent es _ 

J*) Smart Art 
| Chart 



.<£_ f ( l}f L ‘yjU<oUl (J^Zl 



1 ilB »*;r aUs? ^ im n 

^ *!*• ~~ 2 •rS* r -.. ^ £. a- • ' 1 M r- 




□□□□I 

□□□□□□ 

□□□□□□ 

□□□□□□I 

[3 Insert Table. 

*Tjf Craw Table 



i V 

S Concert Text to T^.. % 

’ — -? ‘ 
Cfc-. w ^> 32 l^Table ... 6 2 w fc ^ 



□ Quick Tables 




^SLija J'JUjU -3 

Ov\£ji\J>!%2Lj$£. fibjtsjil J^^Mttnsen Table 



it '£* i-}jSfL i_b jKjC l 

^U)a ^ ()jM jo Table - 1 
s^)f Tables Insert (/cO 4 ^ 2l<LkJ^ 

l^uTi.^^U J^^Table^i-^^-^yli^/^ Table 
<Llf <L_ ^ <L£ /*iy l/jC _<£. bf lP - / U jfc yji^ 

<=~ ^ jZ tr \S ’uJfjd j3j\s jt J?\ Lh iL ^ jyu ^ 

-6.2jPj&«f- jstif/tl 

Pakis^o 4 .^nf'^< J - e/// ’^ 
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: l/T lU/tU'* V" Table Tools / ^ -4 

Design 2. Zl J*U_Layouty>l Design 

cA Eraser *2^ _,*/ Draw Borders y w-* 

T * • - 



. [NiMW >M» 

IBKWEr * jr. 



[Ail * 

— “ 4 H n *»•*•« 

•T- &**»<* “*■* 




Js'l> SJ^ iLjiL y , Line Weight .///^^ 
L. J 1 Pen Color j>\ ijil iLjiJl. ( /\, Line Style 

Design &>2-*/;'i<z2L Table Tools jPiZ^/l/Sj* 
Jlf/J* Draw Table Draw Borders 

y «*V U /-V i/rui te_i»* fSti-'k J?ut -jJ 



2010 ^^ 1 ^ 1:1 





w' V .'Insert Table 6 3 w fc1 

y 1 Table Size 
t-U uC i-fjfcJ* OK ,4£_ cf ^ 






(liLu)L)£lja Jxu -4 






-1 J*/ $ 6-4 JP <J m f -& f Draw Table JH ^Table 

-t- C^U tfe ^LfS\A^A 

^ t/ Jtl Jyji (T Ji If <L u-f f 15 - (/I / /V i/jt 

y>< SA £L fjfcf J jfi C. l/jI -<z- 

t-b & ^ 4 * i>C t/uib if fjfiuifi jj 4 

-StSff tix iS S 

jiS > <£■ i/& 4- £■ sj^ji\ j m A £jxi a j? 



-i 



-2 



-3 



n i ■ , r» ■ -2>S*MjP‘dlkl 6C/JCj. 
PakistaniPoint.com 
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' >y* 0 ^ *V^- ^ ^ i— /i ^ 0 ^ f ♦♦♦ 

-J^/Jkf (Table Move Handle) 



Prepcul.tVtbsU _Etof£tiunes>MoMe* iCompjbMi* 



MMwoi tat** Vte* 



a,- «& i=-l=-V- ** Ji * jcMGgC AaBbC. AaBbCc AaBbCct ; 

SB 9 ■ Ji* Ot - _ - H#M«nl- INwMt) *H«»<hn «3 






Payment Terms 



c.>^> r > ? ;•: — w --' 



Jf-fj? tfwJff i >-off JfJtLL\k 7 

t> 0 ui l (jjt Jl/j£ XX^'L/XiV 

ajS^yii ttjyyiy^BoU^ > # 

Table Tools y cA/^L i~/0ui (fj^l 
Rows & Columns^ i-cr Layout 

6 fa* 
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tw J**/ cTU Jfij£ £ <Llf r LV utf jtf* X lK 

<jfr J** itf* XJ^£ i^uiZl u/ii 6 A/i-<~ 

X i c/jl <jL Zl U- //X 

^/^Shift + Tabyil^J^Xy/^l-^X Tab ❖ 

-f- trlf i£ J^^/Sc- 

wii ^ j£=J X Tab Jif j£ >115 J> V/ ♦ 

^ lK£ *A>'£ Alt + Home * 

flrTJC JZ\Sy\LMnZ*/fe-L\>/£ Alt + End ❖ 



Above ◄◄ 

tj\£\3jL^£j\£t)?.y*c~L-fJkfj* Insert Below ^ 

-<£- fcVjrJUl 

*£} V*^f t X**^«*£***=~ Insert Left ◄◄ 

^tWjUi^lT 

Muhammad Abubakar v 



Jt V w £- Table Tools / *•* 

<L i j£ \)*\J\f/fx Layout >*l Design 

jfr/ Select >7*^ Tables ^ Layout >j!l£ If 
/ Select Cell<E_ <j£ \J\ -t )£* jf C/^t/*-L£X 

Select Column^i Select Row ‘Select Table X 

C^lf 'Jtffr 1 

u -/u <l Xd jb ^*if uffc XJ^X a * 

jC 2L/^i ^lf i/i b t/il ^ U 

flfj^ 1^ l vliz> »i<=^ i—s 







& 



119 



2010 hi : 1 



^XyiLjiH “JJ% <£ Up mL. 

-i-i^cT Delete/ 

U|^S 

£-S \£fp[ ?<£ j\£ J£ </ Jry jtL 1 uCy y>^/| £ j 

-f- G^(f t> iftjZ \Jr\J\ y^lflj bs 

Layout Table Tools / <£• L-f\*f \ / 

Merge Cells Merge y ifu^ 1 W 

jjfck£ <£ UJr/J* 

y 

-f- L_ y Jc^LS -i 

Split Cells Merge /w^ Layout lTJ^ 

-IT^U <X/t Ji4?fi Split Cells ^/^/L^yCl^/ 
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Number of columns: 4 
Number of cows: [l 

® Merge cefe before spit 



“OK 



Caned 



/<?& 67 J* 



1 / h uHy*^. Insert Right « 

I jjS Je>Mi 1^ t^UU , jltf 

YeJfL 1 Table Tools y o-jA.. Zl L w^F«ylie> 

v ,/ Rows & Columns c/ 1 -f- Layout 

UJ(f\£ Delete 
i <c~ i^/j^/ Delete Table j£ r*V ! « 

frUic 

# ^ Jl\ if fU* Ij\£ uZScl- UM Delete Rows « 

-Jl tjlrftf 

cLsltCy Delete Columns M 

-JK 2~\*si 

Delete Cells c- Delete Cells H 

S+. C£u t c/t J^l)(/I.(6.6 frlr 

V V - J/f ^zf'rt'SiS 

| ,_ a, ... PrapouMANfe«*«.(Viaaui 

Vtvgn Itrv* 

| a9 13 it •M §§ H gj c 3 ***” w : <&***»*' 

iDMrt k»«fl hunt Bnstrt -«JI tout *>U Au»e>* S I Ht>OM W : T7 CMinouu C«i 
Um »«!•• l«* **»M CMi C«M Tum 

.1* e*««cm. k l 





c/’?yyi 
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-(6.9 jP) U- tr'-Q Ot 

jZ L-f\^}~J m fJkf lnsert<=-j£ 



-5 



Clip Art 
Search for: 


▼ X 


Home 


l 60 k 


Results shorid be: 


Al media fi3e types 


a 


O Indude Office.com content 


> 








4) FmdnweatOffice.com 
Q Hmts for firvdmg images 



; Clip An 



-<£_ tW J^y fU* j£ s±y{\y^j~ \£ g~ <L / J& J*\ 
y tfj 99 \U Zl \J\ -£- t>r 93 y L~yi \^J\s *L>j 1 w~^ 



iS ' j$ J 3 j\£ Jli L. y i 
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Format Picture Tools 

Muhammad Abubakar ¥ Pakistani^ h^.^frnf ^ 0 ^ u ' ' : ~ 



(£** £- : «-/l^lJ t/l 

LJp* ^ \Jr g— L-fl* -jJJfJi OK -4 

3 ;l> Jjjyl£ j£ l/ , jfclj Split Cells 

-(£* i/z^Z-b^L £- y</ jC 

giyjT ^iSjjlj^jLfla 

-cT <5*v lT S 

LijS^UAjTigJS 

C^lf UU'lyJ^ i/J 

Jtf j/ JPc- , Search for£c£^ -3 
fr-jt 2 _te/ u/ 
HomeytJ <£-Ut/U’l? 

Go .fi^i-^lf ^ k if l/l <r- Zl 4—y^ £;3/ , \J'\F‘-j£j' 

-G- iTlf-Tf t/9/L^ } t\Jfi‘\J f 'G- L- \) 

Clip Art iJZSjZ wj/ Illustrations y Insert (/ 

-6.8 jP't&Jf uK^^eClip Art Jt^/J^/J 1 
i^l Ptf If J&G- J#jV 

-( 6.8 JPjl£>)UZ L-\*yi/ t \ijZ <£. >*sL 
-i/ If 2- /iy l/jI y i/i* 

tf o i/</i „i ^if &S\JL ±H^tyj\c- L/uj 

u 



-2 



-4 
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)£y'*-s U \£ b (fi/l File name l(XP j»)ti) 
L /**>£- <L/l^i -jifjjfr' c^T All Pictures c- <j£ 

W&SSF « » ■ 
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Insert >XSjt L /\ JtylM L lJ&JX'j* jfrfsy* 

S <J&i£ 

-l£ (J* (A/ i)0lj?»s 

\fi ^-6.1 1 J^‘t£ «^l i/ r i—j% >f)ji £- >-£} 

Picture / c Ij/c- !}**, (jf t'U if (Handles) 

-C- (jlfjTy? if Format cJ£- Tools 
-<p- C^l* \ff[£j?$\s J'l*Lj)£Jj% 8 iflfy/tL s*** ♦♦♦ 
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uT if ^ ^ i?* l /* 1 -i 

Picture >£>?l£ r »/ Illustrations / ^ Insert -2 

l/c4 Insert Picture ^ LJ -J m f Jt f tf 

- 6.10 J^^U 

Jl \JrfssJj£Ss JzftLjj <£ S j Insert Picture -3 

P Jit'D J^. i_/Jitr/^ .4 
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-u? Z_*Z1 <L/ 

Zl L-Sj m J?f Jfyyjtf Ss^Lfi 2007 j/» 

-tff '<LZ-> (Styles) 

Jl^i / w;r Format c^Zl Picture Tools y 

Jfy-JtL 1 ^Zl Picture Styles /^rt/l 

More )?.?>—? U ^ b^LZl £l~ lZ> 

if Cjl c<< 



L-SJZaL. Jj(k/Jj% &^j*L 1 ^J’dH u uT ^ 

-t*> JifVc^V (3* 

-f_ t# tvZl 

-L{< 2—xL. 1 y>tjr 

(3^ iSs***c- j|/*./>Z lyjl l Z_. 

-t->L^J/ j/y (JlJj^ Sj s J?'c- 6* Jj? 

> Jlrif wlAO^l £^Zl 



• — -»•’ T * - -' ■ — *' ■»'" ^ ^ 6. 1 1 w * “ 

J9* (Jl-Jj £ ^ i-vZjT j$£J'j&/Jjq ij^£y*s LJ 

jI/jC w-^t J u*jOjI Jijjf >jf Jjf Jlf*i 



-'- v^tviui^gm maci Abubakar ¥ Pakistani Pomt^br^'^"^^ 17 ' 
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/t/i i/f-(6.13 J^) (/£. Zl <L>fwj//^ 

l^yl/c <L r ia 'c-'Lsy* 

sr* C^lP-lT* a^iJ 1 Zl <Lk i/l fyl'^ 

-(/ 6J ] *->/" 

Zl Format ji^c^Zl Picture Tools 

-L# 4— ^ Jv<£~ 

0^ & L-SJkfrf Rotate J&fy jZ ^/ Arrange 44 

-<£- C^U tt/fsJl-jiL fibXSj: t/'-^ 

Arrange ^ £L \$ yy+> 44 

-4C_ br Align 

2- Zl (/I -4^ C^lf 10 y U IT X yjl jl j$ J&JL /J 44 

Picture Border rtr'jt Picture Styles 

- 4 r’t* 

<L ^islrs L-h/{f A j**> Jsy 2 44 

&r*jZ Picture Styles A- Zl 2£u 

-<£_bf Picture Effects 

Adjust A. Zl l f f j\jfr S l£>t Vil (jfjy <j£ y'** 5 44 

-c£ Contrasts Brightness ^ J 

. TT • 

*s*jy*l? 2 t r j) Zl (WortArt) ^yTjy* 

-f- be Jlr^i^Zl^Cij^y^yyjyu^yfjyj-^Cf 
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Jy wj/ /■ 1 1 Sa/’yiiS'.sj: ,J|>| /: /r J! 

tf (T4_> j 

,, _ .... .1 

Jlf*'i/w S - Format Picture Tools / oly .2 

Siife rity^U 1 / 1> ^sr (/•-(// 

jt y , v ,71i1c_ i_/ 

^&M/*trte.LSi*4tSJf/Jc n p 

j>\ J" 



N> 



Qj)/'/* <L- sr 1 6 13 u ^ 



db}\S r £-jy*’f j fujll 

* p^sm^^inteora'^*'^ ^ / '- l/!l 
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*Jf1 l/" r tf'lf 

tv* c/^ 

ULy g*SUt£ M&y 

jfc/J* Text Box rf.^jL ^ 9 / Text Insert Jc/O -1 

'<L-b.ii r .L (0\ J&J. j* <S£ 6^ £ 6 >t/< -l// 

- 6 . 1 5 (Axr£ *<£ j*yi 



Ji^tr, 
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ur text her# 






WordArt Text ,/w^ Insert J"e£/ -1 

14 J* 5 <jjtl»^Your text here u£ t/l »i— 

-f- t£u l/jJ? 



j^\ <i~ t 

JVi^C •t J Vl JL/^i «i— lj^\J\-\J m f 

y o/:> yji tW i/" r <-*>■£./ <Ln c^l? jJ *iWi} 

(jrfyjliw^ Format Text Box Tools 

-t? yi#-t Jl/_#/ i/i ^4-yiZl 



mi? 

— s — -- w :^r ■~- P~~ ■»• 

A AAA A 

AAA A A 

A A A A A 

A A A A A 

A /AAA 
A A A A A 

6 14 J 8 * 

w ;r Home 2. <£. i-/Jj?-s\sj}\ *!S) f 

V V -l^f (/jlr*'! 

WordArt Tools y Vi^/A" ,i*CA^ j ^wjFwjj 

Ja-yT^4_yjZl w-V-f- (j^U-'-tr Format 



Muhammad Abubakar v 



- -f- t-lf l/y oTtl ^ Ul> wLlf. jyj 

-d'lf tJ J 'ni)t£. uM G-i j>l t>r s-ih^ t/U ,i^r 

lA l/^ iJ^T f^l/^S'V* (3^* lT \J~ In 

Pate^feuHBoioi ^Q£ 0 .^ c£i, 
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S>»db* 

J> \SJ- i & i—fi s j ^ 6> s /* [ -f- Cf'U 

<=_ 0>L- I?I7 \j\r L / (/” Lj f'J^-CL- 

Jt'fSf't i «Jfi*s»6ji 0^ ^ ifUji 

Zl 2— Slf j£\sL 1 

c^ic£>4U?*-(f 

A- L L-\r. J&J jc Jfl Z_ i/J _<C_ flf wJ^ 

-<|L. (Mail Merge) 

aA-JA \Jh (i* t \f U>^i- if 1 ft 4 

Ll)./cAjK*rV 

%£ (Data Source) "u/vr' £5 ’Zd Jif (jCj£ Jl* 
t/>r' (}lf (3fcs ^ j; 

/l )£*'{ Ji ^'J\$J’jy' £j \*fi U-^^r s czrJi/’-CL- t"lf z^.b 






Ji^r^ 1 



130 



2010 •; • w^VtZv 1 



ji JA. f Sd^ t ^ 

-'*cl-L- J*$- cl- s* « j'bc- j' 1 1 uT\g c^j'b-£-&\,\Sj 
-^/OfDivine Solutions -1 
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/ ^ Text Direction *->)/ Text / Format 

.6.16 &JA)c- 

J^l^j L-fJ&i Horizontal 

o^S L-fJfcf Rotate all text 90° .<£_ tlrT 
Jiff Rotate all text 270°c/»^ljy^-f- Jl^rZ.^. sfi 
{jlrSTSflG-A- &s\fj*J£c- 1—f 

m r r " 
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r ** c m A t 

-J_ . Letters <=_ J- /» 






-3 



Mail Merge 


▼ X 


Select document type 




What type of document are you working on? 
% Letter* 

O E-mal message* 

O Envelopes 
©Labels 
© Directory 




Letters 




Send letters to a group of people. You can personate 
the letter that each person receives. 

Cfcck Next to continue. 


Stepl of 6 






\ 


♦ Next: Starting document 

xJ 


W 


• " w^'** • i >/tc 'J- 


7 1 w fe " 






Jfcf Next: Starting document JZ d? -4 

-SdC 2 

Use the current documentc^J^^j'U^c^wZ'l' -5 
-7.2 

~c~ in cL <£. iS ?*£/***, 

-4- cf (f l / Jlr^l 

~4_ J- L )bi£L-j£ 

*jlf / Next: Select recipients jj!** jZ w£l? -6 

Muhammad Abubakar y 



*Jl?/ Zl i/ 1 -4- c~ >-£} f J’jy' fei 

*ffc t£*-4_ LTi^CfV) 

Z-lf^ 

-t? 4^ (Record) \SjJ / clj^-4- Jrf 

£ vjl (Name) ft l£* -tf 4^ (Field) ^ utf vtf'' 

-L? (Address ) 

)>\ 4 1 lb/J?iA {/-C- t-lf l (Main) cA 

f/>Wb L-x Jt>i lAlF^slA cA 

-4- t’lf * J[ j?lA JmJi l i>>: tjv t^*‘ 

ju*i-iii5Sjirfie^d^ 

v y 

)?.** L 1 Start Mail Merge y Mailings (/ ok 

jfj £ Start Mail Merge 
Step by Step Mail Merge Wizard tf'h/.SjZ & ’i/ ( 
vfijC'V Mail Merge Ijf bji 

\¥\ f£ L ^ Stepl of 6 Z- iA \J* 

PakistaniPoint.com 
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Customize Address list ,• t-r:*- 


Beld Names 


Frit Name 
^as’.ria re 
Company Name 
Address uie 1 
Address Une 2 
Oty 
State 
zip Code 

Country or Regnn 

Work Phone 
E-mai Address 


l **- J 


(T*** 1 




| BF«me... | 


C- 

.. # 


f Move up |' 






1 








’Customize Address t 



Field Names Customize Address List M 

-f- ix^jS \/ r 

Delete « 

Aflubakar v 
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How do you want to set up you’ letters? 

® Use the current document 
© Start from a template 
© Start from existing document 



Start from the document shown here and use the Mai 
Merge wizard to add recipient nfw motion. 







Step2o#6 




♦ Next: Select recpents 

♦ Previous: Select document type 


; 2 >/ S'i ' J 1 


nS 



fj* rT jZ cJ £ 1 Select recipients < 

~l[S f Type a new list c & 6 /£ d* -Ul 

(jSUjk c^T(j£-<£_ (j* Zl i_t< 

<3*2. £ lx 

Create Type a new list jZ 
J\X"> New Address Lists=~2/^ l 

$ \$> 0 m j ^ 4r- jz y\y&\) \j\ -$ lx y 

Customize Columns 3 «l£ 

PakigfkT#6H1fe6tTt ddress 
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tL-\e yy , Jtys Save Address Listvjl 

Jk [/• Save Zl/w^lYt JH l/ 1 File Name 

Mail Merge Recipients S 2—^ d- S Ot 

7 c f 1^ ^ 

- / .0 ^ wwir'J 
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c- tyi Jlr'id* Rename 
Move Down >jl Move Up <L L. i—fd m J?'r*S \j> jjd> 

IPhone ‘Company Name ‘Last Name ‘First Name 

-jfj Address 

Customize Address List Ldd -d m f f d OK 
(/t Address List J^W 

-£-dl 0^?*r$S fod 

J^cd L-l>S Tab JH fast -dj^t icij&jZ 

^j>/* &> J\ Ju ir j\B (5 

-kZ/~?WjZj 



a 

« 




Ji >jt b/J?<s/<L. £((• if Sd?* >&£■ J' -f - & 

if l)ljf.Jg > 1^5/7 -if jlC—l/ 

Jlf/f («—C^ 

jfLJffiA i/l JfeiJ Ji -jJJtd OK 
w^/ J? Next: Write your letter j£r*£- c£ 
ft i c- 4 J<y* Zl d~U~ d* Cd c/i-t// 

-JuT If fe-l" 



c£ip Ul 



New Address List^! 



•^ e irfdfiSfft^fef^bubakar v P aki sfa L fit HV ok u£ i/i Jfei * 
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wtr Mailings <^_Zl <2^/ 

Preview Results yf.yJH ^i/ Preview Results / 
l£ «Last_Name» »< «First_Name» -\J m f / j/* 

ufi ±r/iift*z* jZ d 1 *-^- 

/ Next: Preview your letter d? 

• l/tf 5 

(i>l Jvt /; jul^v |^t74->3 < < 



fr/ Fin 



-16 



-17 






O' 




-i3 

This letter is written to Mr . /Miss/Mrs . 

rtr'jZ Write & Insert Fields s ^ Mailings -15 
f d& JZ £- Insert Merge Field 
L itiffOiC. £_fc jt j*V-77 j*'4 i ‘=- i-/ 

L/lP -jJJti First Name <=_ Ji PJ'-L Jn ft 

-fc-UjrJV.-t 



l/i Jl^'iFind Entry <=_ 

Mail Merge <=_ L-fjfc/ Edit recipient list 
iLj>£. l/\ O^c/i— Recipients 

VJul£> 

h/Jfyi'uZs'c-L-fJid'* Exclude this recipient 

Jxjiji*is%\s ji)4 

/ Next: Complete the Merge 

-Jl£ 

Merge to New c~ L-fJtif Edit Individual Letter 
jfe_U J^t/l Document 

/Allc^W^Merge V 
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7 7 j>* 

0'j£~ IsJ* f Last Name 

~(l~ Uit 

Q\*i+\ 

\ZJ\s J*'iLj)£L y L Jjf I j Insert Merge Field / & 
yZfja W Write & Insert Fields / Mailings Cfu 
tTt/(S^ y C uf ir Insert Merge Field 

-«f- CUl/l JV'J- c, <L/jfcVk i_l. 

Pakistan i PoTnT.com" 



140 



2010^^1^1:1 







f L-\*x y -i iSJtJ’- OK j>t c 

j* tx Lettersl ft (Jv/Lj/kj, ^ ^/f j Jf jCbjl 

<— Zl juP (/; jiv (/ j"\ 

f tZl ;itL6 £v -&jC\A- 

j(x >?. y £ 5 5’/: J? if 



S£?«=. 




VMAM6*. IXra 


^ 




Margiraegr* 

** 






OOr>«tt'tar« 

Qtrm* 1 1l» |~ 1 










([.-« ^ (M» 






> > J/~e o/w-‘ 7 8^ 

i/" /*Ly/t$ Oib'JL *r/ ±^f\ j ($j\ -20 
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.Jj;/.£? ii> )i_^>i> J4» £ </w ^ Uv f 4' ~e r* J^ 1 

‘ U * Jlr'iJ—rtd 9^> il >ji £~l/<^ljlr l ((£* "-*/* 

-c- Jk^i^Uiufi 

(Workbook) “wT •Jy/’/J'li Jlj 2llf Jt« l£ *4*) Ujl^I 

y-uff (3^ (Worksheets) 

tof J1 (Cells) ^J'j* 




File 






-i 

j Ji 

1 ^ 8.1 Newcrf ,J £^U~J^L£ "2 

Sl£ !?*}%' c~ JiJjftfjZ J& JjJ-1 J*/ 

Blank workbook <i. Zl <Lfcs Jl >Jji 
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U^i IS 
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yrJ't# btf (Otfji L ,^?Ni <* 
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-8.4 (ArCr^U. ,X4 Jitr'lExcel Options 
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-<f- b* s' J>i 4 fOi J^u 

2-fjk/ft rtSs ^ fcrf ft *4 4/j 
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^ 4^y: Jte-U Ljl/Jc 8 / j)>\S>/'Ijj£ Jijj^ 
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-L? <3* i^U5 1 048576 j£ 4 
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JW«f- tK>/ t(iLj\£Jt\j)\ftjC\(t fJS0 if 1 -*?- t / $ 
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4^/ Save c- j£ tMtf If ^ " 2 

^/i i-/j xrfSJj* Ot-jJ 

S \Ji if/frfilrUZ ifeijZ * J 

Default file location f&c2 H Save workbooks -3 

^ tfe utiJi/LPut t/ i 

fi.* *-£ 4"^ D>o" S OK -4 

j. ■ «tii# , * t * l l** a< 

^ j^/" f ijf >?•>? if *J j> A j t 4 -£ if 4 <J- ] ^ 

""' mz-S<f£ j;Jj> i/u /j^' «p ^4 

(/e t/i^_ 4 Ju-tai c^. J4) -<f- f> tf/jCc" jy> t/i-rt £i-S 
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C:\Program Files\MicrosoftOffice\Office14\XLStart 
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* u i/jc Jeg'i cWiJV ^ 
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-jt (Data) lei 

Jl^i L- rtfi y l< i uU c- ^ Z~x 

tU (Information) <2^** )f c~l £-f 

-ji J&steS^ ^(Z 1 

<LU 2 — 

jfc f J* iS^ w* 6 f'i j"a Jif* ^ u& 
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□ irend 
Step value: j l 
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y^J') 4 - ^ 4 - ifc*»£ jl s' 

,ti«i jijr'ji ')*'<L<L aJa- t/»/ Jr^i c^W' 

>i .^t>b y^4b.i<f_ ttf .;u-i s' J-'£- 
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-10, 20, 30, 40, 50, 60'SxZ//^ 

Li Lu yjyj-ui U-i a vjj Um ^ -jj^ho 

jL/l^i - -<r File^y -1 

Optionsj&SUCifeu[lt£i>lt*-£ 

Excel Options 

Advanced cf* U£**o£ l£ ^ i/* r ^ t? 1 * l/* 

jl J* ufb -Zuf if* dt 4 ?fV*&J*i £ ,J l 4 ! 

J^/cA Edit Custom Lists General £- 

LK/ / i»-Ar , J Custom lists £/A/ ( -l£^ 
Custom Lists^^Z>>^^^4?^^^ i ^ , ^ , 

-<f- Jifotft/1 
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lju Name 

*lrsi t-* <£js Jf’t/i/ ^(/si 

Pick from Drop-down liste_ l£ t?Wi -(*/;& ifjCt 

4 > tTiii 4 ^ 4 v e ttf u* -jJJUfJi' 

.( 9.7j 0 )Ji_U'i.U 



-1 

-2 



fl 

■ 

>° 

u 

u 

14 

s 



Roll No Nam. Mdr~> 


not 


All imran 


Model Town. Lahore 


iu« 


thawd Khan 


Mod*! Town. Lahore 


not 


Navced AK-ird 


Garden Town. i^ore 


nos 


Raja Saturn 


CcIbOTL Labcro 


nos 


rnAtf Mefvnood 


*Mw«.lJ»We 


no* 


Vxahbu Sat Mr 


tovi Rood, leNoro 


1107 


Sada^at MuiNal 


Sa«h 6 aancvrt Ulwe 


nos 


«a 6 . Sadlq 


lAilOog. Lahore 


not 


Shal«»at Mmeo l 


Ton-run, p, uNore 


1 U 0 


Saloon. 


Teroiopur Roes. ur-oja 


mi 








■WSM^od 
SoWoOwl j 


R 
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Jl^nT^y^" ... 97 J 0 

-<f_ 

< (j^if ^ jc 

c£mJ^i s*f- tie SdAiSfi {/I-* ?ii/£ 

VAJJ*- 1 7s_ S< <4 y lil/ufl-jf j, <r- 1' 1 H < &/Cf , 

t*U CV 

d A flubakar * 




£-/>*** A Name 

Jvr^y* 





Roll No 


Name 


Address 


1101 


Alt Imran 


Model Town, Lahore 


1102 


Shahid Khan 


Model Town, Lahore 


1103 


Naveed Ahmed 


Garden Town. Lahore 


11W 


Raja Saleem 


Gulberg, Lahore 


1105 


Kashif Mehmood 


ichhra, Lahore 


1106 


Shahbaz Bashir 


Ravi Road, Lahore 


1107 


Sadaqat Mughal 


Baghbaanpura, Lahore 


1106 


Kabtr Sadiq 


Gulberg. Lahore 


1109 


Shafqat Jameel 


Township, Lahore 


1110 


Saleem Khan 


Ferozepur Road. Lahore 


1111 


.•rpta 





Jli>if±jS}i .... 9.6 J* 5 

i 

L£ hV> h*W hV* £ 

>?.>'ej£. Advanced ji(/tw%i$ Excel Options 

r Enable AutoComplete for cell values 
lr If * y V/i <=- i-f~ yV "UjJ/j *'” 

from List )''^p}*%' 

_(j> u\»c-\j* L <L/ 'tdj>*&Ot 
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(* Decimal 

(Z^f- (jif jts up iSM4~>i£ji List 

-f- fif U" / iii^^ ^y 

-*- 3* Date 

-f- Jk Z 1 i-fjjy >£ fc j/c 3 , Time 

1 z: t j j_i, i.1, z ^ tc^L Text Length 

-<f- iUjl^^L <£ jU 2 

>A J£/&cJ?<£2sA \/ iL LJk Custom 

Whole Number, Decimal, Date, Time jt 
' Data Xl & rtfL. y <L/ / Text Length l 
-u? Maximum vji Minimum 

L y,jt S &S%L-(Jt filj'iJ. t/i Data 

J3JT d ! y\ iLs-jitiLij 

Whole number j£ (/^ Allow 

-<£ UT If ^ J VjUI 

6d > -U!*y'[»s Input Message 
Sj-lyL/^t lit Ufa Ifjgfe ** 

-*- t'^-' t tel Iff' 3 y2_ (/Ijtf. fc/j, jUo 

Show input message when cell is selected Jl 

‘f- s' ^ 2-S^fJ* 
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1 Validation Data Validation 

-( 9.8 If |X/t jfc'J 

Data Validation 




Jl l > 6d* 

Data Validation tr 

£ Validation criteria Settings ^ 
J 3 ? ft j tfi/Se- ^ 4-^ t/i A,,ow 

ft7£7\JL\jf\\J\j(<L- IrJ 

-c- (J/t A d*** Any Value 

-i fjsfai 6?/' feic- 

integer. Whole Number 
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d’<‘V 



,-i. Ji J!.* .:■- r ' :z.-- 




♦' •* 



gjmL<£ 

2. — /" , ^ l L-f{ J**. JftdyO><Z- 
-flT^ wVlf J>ii/ t/U* £ i_/JlrS-l USA > £,> 

-* «£-*•/ *iZl J-»>i 

Z-ttjZ 1 i/^Jji 

-<f- flf Ti-Hi j *|/W f- i_/ 

^ 4? 

Ctrl 
-<~ t / 

W (/ Ctrl + A £. J'j, 

(f UT t (/ ^4? yjlyjl^ -ill? Jr mII*<£ (/I 

-<r- Jlf rr Ji, tty (/e. i-fjStfj f '\ l L. Jtj 
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-'if f'ljf •»■* cT Error Alert 

&j 1^1 j£ f- frfe-L- ^ J 1 |% * -f- &V k^ 

(S' > Error message yjl Title <jL <£• <Lfe fig < W ^ 
MgjftigdZiA - lA/i Style .ilk£ d»-c? 

If l^j yU* <s^ Stop 

^ £,J»^ / 

^tf fcj ito <L./U 4 yU* IjJ J^ 1 Warning 

J\ Jl^l -tf- f IJf p« 41 j£ t/ i~/ 
Jc/ Yes (^ £ f 

w^lf tc j lJli <LyU ly^ y yU* Information 

c/i «y^ Jl^< -4C- L-f 

^&fjJi\ffoij*£fJk<£o*di> r A*£fa 
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SS )c__ )fi 1 /\J'j l fj)i 

vi S 4 - £ ?* J^/l/O ♦> 



Jl^l 


±,j\s iti if 


4^- Zl ^ b ^ 


Tab 


^ Zl If uf^ (// 


Shift ♦ Tab 


<r- £ 2—/$* \f ) 


Enter 


4~ Zl 2—/$* i/O 


Shift + Enter 


J- Zl iSjP ^ Zl 


Home 


4- Zl Lr/iJ* L. a IS ) 


a4pf> 


4- £- !<Z >U5 tx^y*(/0 


Ctri + -t ' 




Ctrl ♦ i 


4 - ^ ^ ^ ^•^u / f 


Ctrl + T 




-£- &>/* ClltZ tzJlrUiLil/lJt-A- L lJj;»JljZ. It; J Zl \J~ 
tW '{J? (J^c- 2_^> S F2 

SJfL-r f Z-f±&-c-.\Sc. t/v ^>wXl tTZ_tt jJ jSil 

l/^ t <=- A < —5>S) j/^/C-iL- t>f 0^/4 J- >i' , ^<• — 

Jw Jt-'i/T Backspace /jl Delete 2- Zl L.f*tJi>f (,*J>S 
-Ul JJk-'iXy i^- £- ulkZl i/l-c£ 
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Id IjjS ti*£*i«d |£ Jglaa I 

- V* Jf-fA 2_* 2£v i_W ^ c£/ 

e/. t/l jCh/<£ fc'L 4 - ^ %£- 

foJtJ K'^'i'i? rj^i v -r^-(r 

icu 45 ^ z: w,i&f* ♦ 

"J( fje 6^ 4r ji £■ </ 51 •»* »/l U if Shift 

< okt/yi b'J , i/^_ij i_if ^-YU’Uf- r/c^^ij'ii/) 

_c_ Of/ J s ’lfl/ , St^ | /('^» , <f- tXi/tZl J'-rTl^S J^‘i-in 

\J*»J \jl l£j (ji tT* »i -l£ 4^ - f ^ *f* 

Cf'U i/(w&i0 

U {LLLbL- JtJ*L- \>L L yii* tfV i/ 1 b/i/> * 

j r )c-i-fJ(f\S>£'[S r -Ul d*Jw/ (Arrow) vl if 
_jk h£ &/ j£ trUir c^ufl 
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uFLtf Si/i&ft-t,* £ j lA/ \*cl- 






U>& i^tay , £i£ $S Ud j 

-c£/i£^/A r #' -1 

Cut iZs'jt *->f Clipboard /w< Home 

jfe_tjc(£i'{ w wJs'tJ k^c- i_/y 

CyO-'Cr IcrUk"! Ui f V~ J"* -3 

wl^ /" u/* Paste if.i'OH •—->/ Clipboard / — tr Home -4 

^^-6? -te-W* i-/l siW/ 



- 1 » 



Jqi^j^ 174 

l it Jit-/*' $ <$ S * l/l^l %-> JWW/ 

Esc iJfSjto'ijffafA 
“)> iy>” 4 - £- i—S’f c-i/iZlu^jrd 1 ^ <£ 

_,^f <£'« ? <TJb s 'l f'ilfi/i-i.Ct t-^cJ^*' 1 (Undo) 

CopyoTr'J^ .— Clipboard/— ^ Home -2 

Jjfj,^> r lJy:U>./)l— (^If/ a/jJ — J^tc5<=- <i_/^ 1^1 

-( 10.1 ULuTb/J) j* jkfcC Z -i-C^-T 




*M(UI 

— - __ _ ^ 

A A £-f [££cJ jbf l \£j; jfi/JjP ()UI iS M 

-Ci Cji Jr^i uf+. ( 'S'i/ i '/)i->-5)-. J$ c^-tf. Cf-ir i^i<s 

ji fyff££±JCL' Ms dL/Jl^iJbiT^ ❖ 
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J (JlfT J^J’^sJ^J'js \S/» i (Z 1 ‘r ' 1 

Jk/J"- Paste if.SjZ Clipboard / Home 
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Jl r>i 


c*r 


<L/Jt>i ^ u 


All 


- <i- <£■ jCL r*j6 sJ/ 0 


Formulas 


£- L — /lt<r {yOl— b^Jf if*Lr <£_ (jVyv l> 
~*T~ 


Values 


‘l—rtii -<L<£ L-f J&jli iSlfc 


Formats 


4- £- L-f>±*& fsfiS'zJ' b)i i^/F 


Comments 


t<;i 


Validation 


4- £- i-J±A f^st£ L-t^WV 


All using Source 
theme 


£-f )wj$fjii\ rf.SifL. £ J<Lfj 

4- £- jt 


All Except Borders 


4- £- i—S*u £- <£> ^ \S fa 


Column widths 


4- £- 4— fjL<H w&Vli iS >Ws}l J^Krfi J)/* 


Formulas and 
number formats 


i-X i<? — £t"yli JjUbjl J/* 

44 


Values and 
number formats 
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(j/f If c/» J/J/ 6 <*-/ -^Tr £ J kv&S l/> 4 

I 



u£ yUii^/fei utf ci^ 1 

Paste Special / ctV' i/L^- (Paste Special) 

Clipboard y ^ Home -C- C^lf n £- t ^ ■k’^ 

C Paste 

. {-Cf/jfc/ Paste Special l£ &* U 1 -i l£ 

Paste Special 




J~ i .JV • Haste Special 10.2 S' 



Transpose Paste Special 

^<r U- I tcjjjZr'J? 
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^ A* j j B j lijjl Uy 3 

U£^*J&A }&s<Jb<t ^Jif.r'y ^J~J, Sjr^ I 

-^Cfu \Sfc~ 



-Ul <£* 2L }>»>£- Jc 

-di \t>if Delete 44 

Clear ^(/w)/ Editing y^ Home / /jjfr'/Jz 44 

Clear Contents^ Jt 

- yl/J(f 



£ j / A7>ul A6*A5‘ A4< A3« A2 &£ 

-^/iZ/lO.sJ^/ l*r 

Ji Clipboard / ^ Home Cl 

jjj /&*£- £ / Paste 

L-f\£ -J_fjkf Paste Special jt &\J\j(}£. 

Paste Specials 



-1 



-2 

-3 



a 


, Ji- . 

■vJ| "■• '•’ *»••'»•-* 

p. A V. • u < - . „ 3- 

■ / B • A- .• « ■ 9 m- 

?S* -• > A ** «►• 


» • % . ’ 

*4 3 9«M.- 


m m u 

+ •«# ■ 

sr. * 

»'«-- . 2 * J2.*. EL. 

« «**« 


1 


• J * 




, r £ 




kj^F’ 3 CS3B 




“ . ’ •* 




Backspace 44 

^ &y^(^-L//-^lf t£J U 44 

Jtl** 

<l&f 4 L/ (jC ^ f //v4 

- i f&6y Jzj?: 

Clear r j/ Editing y ^ Home £/±UfU/Jkr 44 

Clear Formats JH &j£$?jZ\Oi-d m fJtf\£ 
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J/‘ : 'e Iransposej ? 10 J w 

/ Transpose e/ri /I Paste Special 

.jj. 

j\S^r^ii££ (|i a ok 

-( 10.3 J^^uTVj 4 
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fdJLS 1^ jUai 

c/^j//U? i ftj*- 
Delete Sheet Rows<^ <jZ ^Delete 
di s > iSd* Delete Cells Home ^Delete 

-<£- \)£c— L-fJkf\J&L 

L-yt/i\b vf* {Jib Ifc/il SLfsl&'fjVe l fV H 

-\J m fjfcf Deleter <j£ j?L~b 

& \ 7 j iA (J ~ [/ £- jW) i ^ (/i f t a 

e-LJJgf Delete Sheet Rows c- Jt ^Delete 
Delete Sheet Columns 

Lij5 J*Li 

InsertJ^wj/* Cells ./w^ Home 
i* J‘^lnsert&y\/L^y ; w(fcy^£Z-/f 



Insert 

Insert 

O Shift cels nght 
# Shift cels down 
© Entire row 
© Brtire fiokxnn 
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J^jyZsJ? 

J*, *£\_,T J If 3 "! jZ e^-u? *J~ £* Clear 

jfe'C J * & t^pe- i-JJt / c# r Clear All 
% L-ti / J 2 '^ L-fJif Clear Comments -uj 
-4C- (Comments) 

pLt un Ljf&Ai t 7 77 Z t) 

- S* <£ 

j'b fSvfi Delete j£ Cells ✓ Home 

^ j! jfJtLJf 7 & Delete 
(/l J^ljDelete^i-/^-L/;/^^ Delete Cells 

-WA\p\j7>'t'£-+y 




a 

a 







It. <* [ j I Sp* ’ ] 



Ifl 

C/ 'rj- 10 4 w b ^ 



Muhammad Abubakar* PakistaniPoint.com 



OK Shift cells up « 

/,\ ')?,?.*• L. L. i/b)i t L-\eX ( ^ck5) I ^iPY Y^P 




183 



2010 2 



♦♦♦♦♦♦♦♦ 
♦ ♦ 

: 11 : 

♦ ♦ 
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>±£ ^jiVZc) >!/ c- 

lbs k-t.j 8>^<=- ( Ziy^ X.>rX if ./>M£ J <s^ 
^^lAi/r^if Cf'lf UUJod^X^j/ 

-^.c^ifU^juT/ 

-f- Of 1^174: i,} 

£- *— ^Vl> i— 9)\s*Lr£*Jj) (Jul 

-<f- siijy.wC 

' 

-<f- if <£_ t>r »u *X .^i£ j lT«ii^ 

-^^£j:XzjX\L±zJj> -i 

^If uf b if cA Font Color ^ !_✓*./ Font y ^ Home -2 

u^u- j***(J£ #jC\iJj\^ifJtfd&£-£** 
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Insert &X’J'l-L£X'j(i'/ Insert Cells <=~ U? reinsert 4 i 
-( 1 0.5 J 0 ) iX/l J^r 1 '* 

OK Shift cells down 

lfe_(f u£if(J^£ ^ l/iJ^ £/y^ 

iTiPif^i^if ^4>J !r k ri / 

U^^Ui^^LijUai 

sert Sheet Columns <=- Jt ^Insert H 

-isZxJt^lfuC t JUi/M?)/ fuZfft 

Insert Sheet Rows 4^1^ ^Insert <◄ 
-(/k-lf >7 J^yjlZlvUSI 

/fi J>\jj j£ £ jib if jll L/*±JX'fj\£ 1 « 

Inserts j£ ^ J ^ i-x 

* ,j[% H ,^_ 

k>f.r>e- <£ < -i— yj't>f J ^i ^•L> r Sr 
(c/y&->) .^UJi/fl/Zl ^<Li> i_»f Jli^-i j£ u^6 la 1 l £ «=-•»'’ 
>?.y'e~ *— ^<L~k i/l?£ J«U5 1 O^W 1 -^- fc^l L^^r 
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\>/t Ctrl + 1 y W \fj}l / B1 -2 

Format Cells 

Wt/f-UT Alignment -3 

^ 45 (j£ l/^ Degrees ^y*c^Z 1 Orientation v 
-<J m S 1 \jF' ok 






1 0 Degree £ 



8 c 

✓ I 



V 



/j/i/i Format Cells 

-sl/Jkfa OKvil^yL/t* 90 j£ Degrees 
f J/c/l tr<i Format Cells / D1 J? 

OK If -45 (j£ 0 ^* , Degrees 

/j/t/i Jfe Ij Format Cells El 

-\J m f (./l Degrees 
-( 11.1 



j 7 's'o ri j'i-ifx wi; <=_ lT i / 1 -t— ^ i)i> <L if i/jC Jf 

- /(jtfj? iTj'v-f -<p_ fif 
iT c^-f- <& J ft jiJ/VM 

m,,p,v '^'l! J 4 S#;tftl^Ktfe 6 akar * 
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(/ i w/ j Format Cells J- Zl t 

& If » Color j£rV ^ Font 

&jSo«i|Sia 

Right^CI vjlCenter j£B1 *Left^ A1 
Alignment y *-<r Home tft\ \J^ 

jfi 



-1 

-2 



\J m f J* Align Text Left )fLy* 

k .^sf Alignment />-£ Horned B1 \Jr -3 
Jj£ j ^ Center iPif 

Alignment / Home vjIvjI Cl -4 

Align Text Right rf.SjZ 

A- £- <L-f l Jfyj tfjyi 

Alignment Format Cells 

t>ry 2— ^ 6> t (Orientation) ‘J^f-i J>*i ’Li^J 

-£_ Cf'lf -Wc-Mf&jJi-*- 

* 0 Deg ree j£ A1 J^Zl I l//* (?«-£* -1 

j£ D1 ^*90 Degree^ Cl J?* 45 Degree j£ B1 

Degree -45 Degree 
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- w* u ^i* *4;^ L. u T i>y w jf jc>; j 







Shrink to Fit Data 



Shrink to Fit Data 




2 ? iijt/rii|jlXA 

ibrt (Jl'l {J\j£ ij fczL-A^- (Jr'U c^-t£ (3* £_/f 

frU [f (Gridlines) 

£- C^Ul/Jl^< (Border) tt j}j\,”£~£-L-/\jUS 

&A\£'j£\£- \J£Aj\\£ &) £- if 

^jbk 

Format Cells /L>/T Ctrl + 1<W -2 

-( 11. 3(^)t^lJil.u/^ Border J'L/tw/ll'Ii -3 

-f- Ui W i / 1 

-t£>^lA£ e*Ji*\$j*e2L Presets <M 
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C^lf 

;^y jl/£ {/ \Jz~cj 

-^fif >f jui jc i/ 

^ Jl^lj Format Cells^ £ i-Zj^' *-cv ^ 

T Wrap text Alignment 

/# 

* ^ ju wT^i) y*rz: 

* *rWu £ <L* 6 /-f- tU- 

y ^ Alignment J^l /1 Jftf Format Cells *-/l -£- (i>V* tjf 
Merge Cells Text Control 

jjfc' j£ ^jZ Alignment / Home J_ <£ i-l* / 

ZJl^l/r^Merge & Center 

>Mj5fc£i>a 

Zu* Jo* y^i /1 7 *-lf* J 04 Z i/I ^<Z lK 

bUjy j/i) /U ^ wXl 3 

_^LU Ty^U^ w£U^2 _U* ZZ'mZ 2Jf i*Z Z £i •sl'&f 

Text controls ^ Alignment Jc/jrw/ltfl) Format Cell 

Jr/ i-Zjl^lc#f Shrink to Fit^r'c^Zl 

-( 11.2 W J- J» ^ ZJW' ^ ^ 

_ tru^? 
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I < «>» Ji^wi/'cT '*&’ Outline 

ok j>t L tf>J ; #T> r 'b'4- ALLx,Aj\ -4 -A-Lt-6M 

1 -* • ■»' (*<? (T*<J** c- J- Jr j(L4 C^' Inside 

<u$»jjjl AjlSjttfc+giygS J*e 

Fill Si/ . Jtlfli Format Cells A- L i_/y -<f_ C^lf l/(j\= 

-f.c*b*Aj/ 

*ute "— c El 




1 ja*~ . 1 »q» j 

S*ckground£plor: P#tem 
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m uuuuuuu 

■ B0E3 ■ □ ■ □ C □■■■ 

— mm 




-mu 

[Thw R«v<B»bi»90oal Stnpt| 




r~s»~ ~i r 




11 


L 




Text 


GS 


•» r 


(2) 


y (H a 



T>» MfecteC txxder ttyie can be iopM by tftdong the preset*, prr.<v» rt*gram or the buttons 









V 







II QfL-g I <*** 



— fill j w ' . — i/ .• F on 



w, Gotdei j w ' • Format Cells 113 w e ~ 

CC'U UC^JU'I c/istyle^^^Zl Line «< 

1 % ^ jZi/i Color Line H 

>a Sfc&'-Ul u/i *>(// Border ii 

J >A <=- 

L - f ifjtfc/U iib^fjyCC fcs 
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zL Top/Bottom Rules j>\ Cell Rules 

jjl Color Scales -Data Bars <£ 

-JtzCZ-ieJL llcon Sets 
New Rule <i <£l J>1 £- JZ} 

Formatting Rule 



StfeCtaftdcTypc: 



► Format al «*s based on lhe» vakjes 

► Format orty cefc that oontari 

► Format onhr top or bottom ranfctOVMjt* 

► Format only vtkm that arc aOo>c or bdbw average 

► Format orty umquc or duptcate vakjet 

► Use a formula to determne oefe to format 



jdt Hit ( tie OesortpOon: 

Format al ceb based on their value* 

**"**** f * 8 "** H I 

lean Style: 



lH-JLat- . - . ir 1 a *** mah 

Otplay each toon ecoonfng to th«e rules: 






\ w «hcn < SO and 



L k.1 when < 50 
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S 


Roll NO 


Name 


Total Marts 


Marl" Obtained! 


• 


1101 


All Imran 


100 


SB 


7 


1102 


Shahid Khan 


100 




8 


1103 


Navecd Ahmed 


100 


64 


9 


1104 


Raja Salcem 


100 


4S 


10 




MsMMthmood 


100 




11 


1106 


ShVibat Bashir 


100 


74 


i 


no; 


Sacaqat MujjMi 


100 


W 


1106 


Kablr Sadiq 


100 


» 


14 


1109 


Shafoar ur**e 


100 


M M 


IS 


:nc 


Vvc" ‘ •» 


•—• -4. 








Format Cells 

-( 1 1 .4 J^) ^ Fill cTt/l 

U& tZSizSL 1 Background Color 

- f - c / Ji ^ iy ^ ZlJ ^ jJJSfL.lL Jj 

jJjJjMc^-Jj^LJi-jiJfJi. Pattern Color 

-<c- 

L.r'jJjl Jl [ Jl-jl)fL.J%Jkfj r t ! Pattern Style 

lfJ\r'\fLSj > -.‘\\Aj !> jJuj i £ 

-jJJylf 
*££±J iSji-jJJXJ ok 
* 

(Conditional) “J*/” 



-6 



-7 



ly'tJp h-r ^ J^V JfU&A iSl/i 2—yi z£.y { 

cT Jc5 y^U/T (Ja i,/? f\-jt i 

t*U L£^Vli</l<jL Jirst/l) J&jb 

J I IS ^ ^ V* • J|U 4^^ 

-cf 1 la: J>Zl 1 1 .5 J^jjl 1$jCl - 1 

Conditional Styles y Home lTc^> -3 

Formatting 

t w’V 1 ? New Formatti JVIjuliamgiQ cl Abubakar ¥ Pjafej^teqifiisintoD^fLb ^ l jl * jl 
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♦♦♦♦♦♦♦♦ 



: 12 : 






L .=-1 W ' (6;}) 

JV L. J'ij 4 jljtl i j£ -c£ I-rf Jb 5 ' 1 l <!_rVB 

(£ U lb U^li rl f 

tbl/ (Function) i*C^‘c £ 1 , -^~ 
J 5 '* J ^ 1 A -*f- 
wi; w/. Jb>l S' ( Jly) D^B 



v. 

^ Zl cMj* -c£ iLuZJl^l JV JjU £ |/V Z_ J</li 
l +$>_<£_ frlrl/ (Operators) y/L/Tj^L? lj* 

;^T (Logical) L Zl Z-/^ ^ >-<r * t )W » 

( jJO FALSE l (j^jj) TRUE £ * -i£ Z- If <£ Jl^« 
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^/Zl Select a Rule Typey*^ 

/jjv^^Zl^u/l-Lf /§ T 6 

_ w '/ir^ J^L ji j? ^UI J-fti-zL- 

’ 

A 8 w c_ ^ 0 _ E - f 



Result Card 



* 



“V 



/ 





Roll NO 


Nan*e 


Tout Marti! 


Marks Obtained 




1101 


Mi Imran 


100 


» 




1102 


Sfta«kJ*nan 


100 


✓ 


72 




1101 


Naveed Ahmad 


100 


✓ 


64 




1104 


Ra a Sale* m 


100 


* 


45 


% 


ues 


Kasntf Monmood 


100 




55 




1106 


Shahbai Bash* 


100 


✓ 


74 


! 


| 1107 




100 


✓ 


64 


s 


1108 


Kabir Sadie 


100 


X 


35 




1109 


Shafoatiamaal 


100 




61 




1110 


Saleam <n«o 


100 




70 




-J>_* tf. 


*, • # . 1 _ 


S~: o-> 


A 
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*s^Zl Edit the Rule Description Z-. jZ i/\ itftf 
1^1 -u/A^/ Icon Sets c~ jZ > Format Styled 

K% -Sdl I?* 

3 Symbols (Uncricled)<=- jZj^llcon Style &?£- 

-cZ/^/ 

.^vO t /*£* J>zl 1 1 .6 Type Value 

- 1 1 .7 J wfeyli Jjl^zl Jiy 



-7 

-8 



©©©©©© 
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i Jr 6 ai -tUfMiJtj?,* * 

l>K,\ij: t /'-£_ Ve-Jrjjzo 1 

jJj—4> <=- ji J?J)I |fV2_ t>j 6 -yt \f\J 

-$D$24 iJJ*<tf_ fl» UUlA'I $ i^ljl Ky^l j(jf (_/yi|y lil jJ 

^-f - &*£■*’*■ jtJvtfc'tJ? 

-f- bf ji/ jiji&iftjt 

-A$25l$A25yv>£Je- 

J i 1 < i—/yL<X lA (/£/^ ^Ayjij Xr& 
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& \^X J ^ ’Jf * ^ i ^TwJvi 

-f- fc* J^t( Externa 

-f- fir 1/1 *W- £ « 

Sheetl ! B4 

f*tZl \j~js\kL£^fj) 

[Book1.xls] Sheetl ! B4 

'^^^I^LIfarrfrfiSd Abubakar ¥ 




J\A-I 


r-S 


2 < 5 1 )jf* L-b^-Alr k** lJbfc-^U u£ L 


< 


2>5(^<J^l^.l^^xtf^.tih r /lru(r bJolNi^/Uc^ l 


> 


2=5 d>‘jflJtxU jh> 


= 


0^^£- )J*^-h>-S\f \£ bx# Obt-slr (jf l 


< = 


u?i <;■ > gtn»« u y>Li»' v --i r ^ 1 <«* 1 * 1 ^ i/ 1 


> = 


2 <> 5 {^*jf i O* {J>l'/i)W)£>'* 7 S\fUh) iS/^yJ 


<> 



t bi J^i rf* & »iU £ cJi 

Gold” & "smith' V j><£ 

-fe-UU^ Goldsmith u££- 



i/(c3ij£ ?*£- l <>1* lJ_lj Jfr 5 ’"! ( 






i jC^yt/U 
cii-L? (3^ l£ 

jOj^j ^ B4 yjl A4 flf U/ ><£. i^Svl<Uf 

■<*ot£ u/vs J>cj? 4-^ t/i £f- 

= A4 + B4 

il> j»l>— ij' jjI (Relative)yJuj:<f_ b» t/y^-i 

.(Absolute) 

-£_lf <j- ty jMjj 

l£ I l ”f- w>* (c^; *k<) AI (jt JLr*yliZl Cl 

PakistaniPoint.com 
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^C1 4r£-^X J{ * (Macro )>£ 

J^l -c£ 2—f i J^ vlj/jljCI Jl y .<£_ t/ J\f>l jljCI 

Ml R1 Cl jti -Jt Z-fxi /jtfl Mj)y uUJLb <L /(fjl 

'^ 4 ? £- Ml A 1 j£ Jv*Ac<< j£ <LyJ^i 

jl -ul 3-D 

jZ *-£}£- \S &/- jf Jj} 

j}-*- ^ *+ Ml 3-D ?cg 2-\? t/Jl i>! tf&d/y 

lA -l? jZjCJ'jf w QSj m f 

<jj tifltyT/i-^ iJj'Sd^LPU^ G25 J^Zl ±£Jj>a 
C>LPU^J 3-d LL\J\-*JI tf A \ ijzJejC! (jsjfj 

C^l* L/Jlr^i 

= SUM ( Sheet1:Sheet6 ! G25) 

^ M £ Z-Jjt I fcAf- cT^-fl SUM 

iAjjrfT 

-t£ 2 -. 1 T <£ 

4- ^ i/y^ £ /kyi? »* » : (Colon) 

All \Jr All :A20 ✓ ><£ bf Jb>( 

-f- fc/J:tf/( 0^ 1 0) ^ A20 tWL ^ 

-<?- f (dil) aTi^i fcjAjc^ jCi * (Comma)iy^ 

^A11 Jc A11:A20, B1, C5y>Zl Jt> 
i^( 12) C5 >il B1 A20 







196 



2010 Jt^'jJW£v 2 



jlAdlgS 

-t£ Z_jf Zl £-J Jl/ if u t ^ l//^ 

&*<£ Jl ?* 0 lj\i\J&£- 

N>. jl^ll AI 

J^iJ? J t*f Jb-'lnUc^^^- ells'' 1 * 1 ? 

» s'yij5 / <y>if't l/ ;i>iji-^. i£ ;wai »<£ 

-D24/l^f«f-t’'(/^) 

: jui ai jiy' sx c- tif y} 





j*jtj 


20 1 0 >ib uf b ft 


B10:B20 


kfVJc fftc- D (Vo£ 20 vlltf 


D20:F20 


^l7Z.3>U» 


3:3 


^f*l7Zl6^3ylJ» 


3:6 


jC(9L^< 


E:E 




E:H 



ammad Abubakar ¥ PakistaniPoint.com 



jl^il Riel 

tv i »# c» y ~j>* 6 jsjCift tfty mi ai 

^ ft U3;U>c- >jt f [jit> j'S j>! ^ y ytfIRICI t/^ ^ l/ 1 -^- 
R5C4 VM C>je JUI R1C1 /‘^ y Ml AI /^‘D5/ >£ Jt> 
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2010^1^1^1:2 

JrW* 

% )sj* t£ ft \J\ \;Jv\ *£) <l~ j£ Scope -4 

\£»jf sJji t ££%Jj>fftJ'\x* ! If I J'-Ui Z-yt 

-^U 

z/S^^A *i c- ft (/I c^l/ 1 Comment -5 

i w?V*-te_U ^ ft t ^ OK -6 

-l? 2^/ >>'f e* ^ i r £, 

_ \ 

i£ t 6j \ & L^l^. £ <Lfe 

-l£4 J t i£ <S , Name xZt* 



■ 

> 



iijiju« ^ i| 8 |»ia 

Formulas t/ Jl^"lf t (if lb Jl£ - 1 

Zl Define Name jZ Defined Names y ^ 
i^i - 1/ 6 6 y&tCLjf u- 
Apply Name / Apply Name c- jZ g? 

*±Xb/(t \J\ jZ J^i Apply names i^iAJIen -2 

-*-t/jt*i<d^/ 

-^i f x^ <f *u*£ / / f -t 2 / >ji.^/jir tt AoK -3 

Muhammad Abubakar ¥ 



{kSftf- ( c^o 4* 

/jj uC B1 :B3 A2:C2/ >ZL JO-<f- t//;\i 
_f_ it B2 J^cT^I lf£jUA> 







c^u i.»(*t 1 4 ^- 4 

y jt Defined Names ./ Formulas ifd' -2 

iSiJ’dt New Name Oi-dJJtfJ- Define Name 

-12.1 (X 




pNWftame 5.(^1 


Name: 


Result_Card 


P Scope: 


Workbook [,T.| 


pi Comment: 




Refers to: 


|-Sheet3!S8S2:SESl5 H 




t M fgK)B(^ Ljgg!_L| 



l.'jZt'iL l~V % ; ,New Name 12 1 w e ~ 

-l^/y t(*t i/i Name -3 

i (4»i (i / i l/v Ju 

PakistaniPoint.com 
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2010^^^1:2 

r 



fat if f *!*&■' bJ’J 1 -J m / Jiff’- Delete iJ'.t'yil -3 



-£-lf t>* Dy*vB t-^i 

yfcSj l£ ;/< j£ t*> ^ 1 ISjli / L-f Jl^l cT^ 

(/ 'f*)f\J^Z t? <3* <Ltj (Arguments) 

y ^*£1 J £*-<£_ \;fj*\£ fc~>{ iff \JtfJts c^ 1 c r^-u£ Jif 

y ^L^f/s c_J -c- few Ji^i ^ <£. <L^ &f)\j6\ cr^ SUM 

-*Z- -£_fcV jl>l 

J\/>b>itf f^^O-ijt ■/&#}*- 300 i^fc^i 

Jl >wl <C i_y" 3^ 2/y^ (X 1 ^ iL-f 

^ B^yhtiaA^ r * • 

-<?_ tu i/ = «- ^£_/r afcr^ 

-£_ tU l/f*t iTcr^ & 
-\Jt2—\e£f.[J J 'fj\£.\y^ > \ j£( )j)i£.ft 
j/Jt^-l (,) d'y ^jAiSu^MAjcl, JC* 

'/ felf 
=SUM(15,17,19) 
-L?L^ r 19^M7*15j£c'^/ 1 




: i^Vj^I:2 



(j^ ^>if Defined Names y w*r Formulas tfcA/ -1 

Name Manager Name Manager 

-1 2.3 




{Tr;*7r;**4V«S... -Sheetrse* (6*15 Wort* oak 

•-/«NM <x r»*»Jtc*ra-.- "... -5>*»0<*Uie»:5 .YO«tt*X* 

■ atStJiMnO r*‘W«n-:'Sh*hd... K »KJ15 .Votteak 

I Btm>Mim... fiCHXY^er*... -VoKVtti-K©*.. 

TOlIh ‘ — “ — ‘ 



> - -S» 



L Otm J i 



J ' ^V ^NnTit: Manage 12 3 w fc " 

Jl^Name Manager 
-jlL-yt jt 
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-<C- t-lf (X4 Jtiflig CL. 
wCl^c/ 1 Search f° r a function 
LJjkfJ 1 Go -l£ 2 

f* $ j> (*t3l lT tS\ ■ Select a category 

Insert Functiot 



Search for « fuKOon: 

I 

Or select a category: ! A I 
Select a functor: 



AVERAGE A 
AVERAGES 

AVERAGE (number l,number2o_) 
Returns the average (arithmetic mean) of its 
names, arrays, or references that contain 



tfcfr a n l te fo ttto 
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2010jr i i>L}^iJr\:2 



,/i,/iF'jlnsert Function ... 12 _ 

e- i-f l* -jJ Jt OV. £/^^'/ c r J 

-(1 2.5 J 0 ) <L.\f tK/i Fund tion Arguments 

ft s£ i - CU 14 Jt£bdU.£-/*(Q 

Function 



r.jhSijAs;.i 

£ «ir J>> ❖ 

= AVERAGE( 

i* tbP-jL diy i-SlU*' 

£ £ £* 

) j:7'£LL.fy<cr& ♦ 

f f^u* y^L>^ -uf l-> tf/*' * 

oaSU JhLalj Insert Function 

l/ \f'J 1 ' S ’ Insert Function £ £ <£ cT^ 

< • 

.<f_ -i 

j/.r'jt r ,/ Function Library / *r£ Formulas J" bZ-' 

Insert Function Insert Function 

.( 1 2.4 J^) f£_lf (XA w/l^U 

tfr'w* i/ 1 l lT ‘H £ L/fiAJ&l (/' 



-2 
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=IF(Logical_t«st , Value_if_true , Value_if_f alse) 

(Condition) L 6^d- <&**& Logical_test 
JjC=_ FALSE j, TRUE io»S (jlr l/-> 

.) cr^ ?x TRUE Logical_test / -2 

t J ey^),.cr £; v« FALSE Logical 

-jf Sd^d- 

j£\IL. J^i. T — 

-«f- jlf J/cr^Lijxt 2* \jy< Jb*' 1 

Resulto^Uf 

F 6jJ^ -2 

Function Library y^ Formulas Jc/O -3 

Insert Function Insert Function 

- U w /^ 1 >j 

Logical <=^ j£ ; Select a category Zl c/^ r .-/i^l j -4 

Muhammad Abubakar 



f<J* ifl L-s^ >?.y* lC^ S i/i ^ 

-^Uir ^ ^ iTt/ , Jit'll i-/ 

2L* fej ^ ^ 4 




’ w^j^j Function Arguments 12.5 w 



t/ 1 j (jy ^ b-ylp- 1£ b if , 4 

-lf<L.lp I \j£> (,£l evliJ 

L . 






cr^ £,>i/f -dJJ^d" OK»>.L-t-.>J‘)tj ffrjt k/\ . 

iTt/i d 

Ml 



-4 



CL U/ / J" iJ~*fj''£- iL-ijt o~^ l(Logical) J^y 

l ,s*v> it TRUE : Jt £.' Z-\, &b»jrl L £/ / JP-f- 
s >Li Sgr •>$•£■ i/L^_ tf'lf ll^L^ Jv/£l i/l-iU FALSE 

-t? if 4- , ('i? !| -'^-'y*C!' c^if \fj *2 J/ 
¥ PakistaniPoint.com 
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F1 1 F6 J* 

i/ J*U^£e (V- (jfC/ ifci- \» Ujt f (V 

J1 fc- 49 JL I f-j* PASS £ Ifjl ^ 49 / 

J&/ F sJ^L^i/ 48 £Lf[) m Jfc~ 68 Xri (/ E9 J 2 * 
,&^FAILy^(^£e_ PASS ^jCjl 



-10 






-11 



-B_, | 



-1 Q 



2 

3 




Result Card 


4 








5 




Ron 

No 


Name 


Total 

Mraks 


Maries 

Obtained 


Result 


6 




2001 


All Imran 


100 


40 


FAIL 






2002 


Naveed Ahmad 


100 


79 


PASS 


8 




2003 


Salman Umar 


100 


39 


FAIL 


9 




2004 


Shaflq Gul 


100 


68 


PASS 


10 




2006 


Rahman AN 


100 


37 


FAIL 


11 

i*» 




2006 


Javad Khan 


100 


56 


PASS 




/^vj> 2— yvii 
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^c^OKZl f^JX^f IF ^t^c/1 Select a function 
Function Arguments Jj}\J\-\J m *f 
JtLJ, 





; b 


| C I 


! D 


I E 


l F 


l 




5 i 


Result Card 


* i 


i ^ - 


3 


Roll 

No 


Name 


Total 

Mraks 


Marks 

Obtained 


Result 


V| 


2001 


AS Imran 


100 


40 


"IF(E4^»», ''PASS' 1 , "FAIL ') 


7~ 


2002 


Navaed Ahmad 


100 


79 


-IF(E7>4a. "PASS", "FAIL") 


•e j VI 


2003 


Salman Umar 


100 


39 


-IP(lS>4a. 'TASS", "FAIL") 


T] _ 


2004 




100 


» 


-IF(Ea>4a. "PASS", "FAIL") 




2006 


Rahman AS 


100 


37 


-LF(E1*>49, "PASS", "FAIL") 




2006 1 


iJavad Khan 


wo 


56 


-IMn>4», "PASS", "TAIL") 



J ±*Jj>S^2-£$ A 6<r B \* .... 12 . 6 ^ 

\ 

£yO? E6>49 j£ </J Logical_test L j\ JfelSjl - 6 

-c£vOe PASS j! (/iValueJf. _true -7 

-12.7 J^tOOtFAIL j! t/l Value Jf. false -8 



•£'Q-~- — w- U IF 12 



cf-j't l jl>ly )l> ijlflf ;T^ SUMIF 



SUMIF(Range,Criteria,Sum_range) 

: l£ cr^l/i 

Jt 1 '! U? <f- Jlf li-> if i£ Range « 

Muhammad Abubakar ¥ 



• 






Ifcl - false 


UkxJjHx pass* 


ID - -PASS* 


vduajr_«« tail' 


M “ W 




- •FAA' 


Checks whether a corxtoon a awt, and return* one .aue if TRue, and arwtiar vdue 4FHLSC. 


VakM_N_(alie a the value lhat a retmed if iotfC»_\tiX « FALSE. I' sotted, FALS6 




a reamed. 


FomUaresiAt- FAIL 






OaaVn 



jV 1 7 Funtion Arguments 12 

PakistaniPoint.com - <L -^' 
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2010 2 



<l~> j^/a jh y , jfeit ji ju* <y 



I A 


__ B 


1 C 


i D 


I E 


1 


~n ’ 








2 

3 




L_ 


Salar 


y Sheet 






4 










5 




Sr.# 


Employee Name 


Department 


Salary 




6 




1 


Junaid Ahmed 


Admin 


25000 




7 




7 


Javed Af/al 


Human Resource 


[25000 




8 




2 


Rashid Umar 


Accounts 


22000 




9 




3 


Kaleem Khan 


Admin 


fTTuMB 




10 




6 


Rehan Mustafa 


Marketinq 


CTjT^M 




11 




4 


Namdeem Ahmed 


Transport 


16000 




12 




9 


Sofia Gul 


Human Resource 


14000 




13 




5 


Bilal Zafar 


Accounts 


W“ 




14 




8 


Raheela Karim 


Admin 


12000 




15 




10 


Shahid Sultan 


Admin 


12000 




16 

17 




H : 


r - ^1 






18 


1 


=SUMIF(D6:D15,“Admin“.E6:E151 




19 







pr^SUMIF .... 12 9 J? 

Ot -\Jif * U j[ b *j(\s£- [S , Range 

L fy JA JL ^ J\ JtljfjL JlJ^lj 

^ (^l) lJ“S l—fylJX' -4^. 

Department ^LyiZ 1 t/j l >¥•)¥ \ Range 

~4f- & f j'V 

c/^ L Range 

-t£ 

Admin jZ J^i Criteria 

ft^ Abubak 4- , 




4< 



44 



y >l/;u -<f_ jlf I./ ji Criteria &&<-/» 

-^-6*3*" iifei 1 

. (}t» (j) §y J" /t'c) 1 Sum_range ^jC' <i_/? 

-Jft/pk&A. 

iLS_i f>st\ 

^^Tsumjr ange >j> Range t—/Z 4? ^ 

jri si j^- ^ j i/%£~ ^ Jf -49- d* fc j J*6b 1— t 

-uff z^lrif 6i/ tT iobii ?jt; y 
_range 
Jf iy^t^ ^ 

Range y£— If Sum_range-/l 

-^Irlf Lt / &/£*{£ 

-lA 1 2.9 (/ -1 

I*** j£ v j/ Function Library ./ Formulas 
Insert Function I- nsert Function 

-feJr 

<j£ cX ? Select a category \£ {/[ > U 1 

L Select a function ^ Math & Trig^ 

SUMIF^ 



44 



a 



-3 



snf Po* rrf ®T S ^ ^ ° K 



-4 




tb J*j\r 
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-^1 F 1 1 

tf-lf lb Jv J>£. Jji L-\fi ,jo£ 

txJyt'I^S^jfiisjiJ' Alt ♦ FI 4 -£lP- f- 
-t£ (Embedded) “It**!” 



lj»l a SJ. J U 

L£^r' 6 *^->is^j'j 3 {S r L^-lf 

: f-cr c«< uC 






Laf^/U 




-f- ^ jk- >yT i^lj% lyl, 

\("y&\\S&" / X-Axis j>l“x£lj&>”/ Y-Axis 

-f- for Y-Axis vjI i? I X-Axis t*U 



^ ^ O* 'S/Z d* k\)\*L JirjLjljfl yjs |£ j 

-l£ {f'fcl— b cJlr* 



20i0jr^uJ>^yf\:2 




/lb jFII 13.2 
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Jjff Z_lf T^w->Z 1 ( 0 \($ 
-*-&'i'S 



1 |fi< Ur* 

4 P» 
r Bar 
M» Are. 

fefc xr (Scatter) 

UJ Slock 

# Surface 
<i Doughnut 
ft Ww 

* «*s* 


Column 

JJuJ .jaflJ aflJsjAil'jrfJ JS| JK J 1 
Jfil Ml JMiliJ a4lai|1 
AdUH.iu U 

Un ;| 

k£ & EZ te< feg (gjg ; j 
i-u J| 





-S‘—'vruX*( > /«i-vU OK 

s&teai-ttrffii? 

/(j-*'^UI X-Axis / J*?' jC -e-vU £ L.\£)ji 1 3.2 J 0 
li; It -f- C^(f U> e£ l/U/y Y-Axis 

Ljl.au*', J 0 

>Z>'ej£ Chart Tools £ £- £+. £ £'( y&\£ |£j 
£• Switch Row/Column >?.>'; Design 

-iJiUrtt I h.Jffic- £/jkf { C £ ^.,J Data ) 






214 




2 010jr^.^»i ? l:2 

_c_ tv* jt-T cJT/jj^) jTJUJc, » S J&'<=- ■» lTu-^ 

JfVy'JSc- J>C L^-r- 

v 

J NUU 

<r- £ *Hf <=- 4-^ c' 1 ^ i ^ 

0 ,ji/<f- tv »jwic- £**£ y^H j *£~ Jt'-'r *t* 

^ IjjS jM^k***^ 

v ^ 4 l/i -£ k Z-'st-f ^ - 1 

Chart Tools / -C^ 



-Formats Layout'Design (jlf* 
jC Type y ^ Design Chart Tools -2 

^ 2^/y -ilfjff J* Change Chart Type ^ 
-mJ^^jO^^Change Chart Type 
~jt L-yt(t <£-£->£ k-'lf of ^ 

j-^ j£ l/i ^--if £ y e/i 

Muhammad Abubakar v PakistaniPoint.com 
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- uz L- Jr^i ^ u 

Design A~ £- wA cTd^.iH-i^l 

-i^f/Jk/J* Quick Layout Chart Layout 



2010 Jr^i^l^V .2 

JTytfj! *i^U 9J y^lf S^>?l£ IcjJ&'rt £ 

fcj i/Z t/^c/^-f- 

Data ✓ w-r Design <£ <L-/ l^i -2-(f u/ 
-<£_t>r Jt^cA Select Data 
(Uc/l - Jm Select Data Source ^ L./JffJ-j' 

\£ lU*tj£ 1 3.4 {J*S 



216 



217 



Ci>. W>U 



fj-~ ia » ^ 3 gs] 1i 

_______ ^ Hcnio^(&M»oar v) Aia 



? . y .Jl 3 S »s Ll^G 



jrwt 



» « tj L *«« .J 



» j Select Data Source 1 3 4 J 



*±*VL- 



w^Zl ^ri^_ 

j£ i/imZI ^>U- 4 c- ;ui iziZl j[/ 4 ^ Jki 

tML Jf*f ^t/^l -l£ j£ 9y^i cly t* <J)A •Jtj 

^ Design Au -u? ^ ^ L-'k £_ ^ c<< &> ^ 



, Chart data range jitrVjl <=- tZ i/i l/ 1 

£_ /^>U -uf Jl^< j£ c5j uTliJ ^ t* Jy^ K'^ 1 l£ 

J1 uC^SiAu 1 ^^ *~f'* **'* ^ 

-c- terr^tf &/f >jI )fs \f f 

^fy^ t*lf l£ (j£ ^Ir L-J'yJkJ'\J i 

J(f\£\J\%j\»J* C <L /^X^/ jk'-u? *£/ ^'Z & 

-L if J(f J 1 OK J Tj£ uh i/l */ tr 1 ^ 

JtL.\*x>toc-te£-±Jb 
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2010 l /^ 1 '■ 3 



14 : 



\ 

(jb-.(Database)a?liii-^Zl 

bf J 5 ^ O’ frf-t i/bj (Data) fc} 

.+. 6«sJ l*Y 1 j^diV 

^Urv t &jy* 6 J* j* 8^7 

-<L- fir uC lA 4^ $ fr ttJ* - Lff ^ 

(5^> J4 (Information) J 1 

£1 OMfo-d^fAtufC* (wi%) fc-Uf / >Zl Jl> 

/>uP lTj^iX u£ jIm -l? 2-U 

4 Zl ^ t*U 4(J^ wjV* 

t*lf l4(J^ (/ (i-U? Z_lf 4 £? <-£ t/fc 

Zl (^ l/'4 l/^-d! Z-U j£ y^”Z- U<£ c£>^ 

yjl ;>?y « Upl/wi* -<r- 1-> ^ 

<Jlf t/irl J/ 1 t/l> lei j/e-U* fci ££-jJL j/li 

tW o^V** f *£> 

i /&ji Ja & 4 & u~ J*** 

Muhammad Abubakar 
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tb .^j\* 218 2010 

A -o? 4-^ <£ (i>^ Chart Styles ./ 

-13.6 J*VrC<f- Of IfJtM 

•»• *«»wr~" •— — *• •«— «» J H— »— a <£ o # a 

a *- 
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Social Media Promotion 



Now a days, social media promotion is gaining 
attention. People are using social networks mor 
than past. 



Social media can help to promote your website 
effective manner. 
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Directory Submissions 

Directory Submission is way to promote your website, 
•t i cheap and easy way to get Back! inks. But, 
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